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Easy to operate 


Fast and rugged 


For years of 
dependable service 


Model 
shown 


$10 750° 


Smith-Corona 


No other machine can be as useful and 
as profitable to your business as an add- 
ing machine. And—no other adding 
machine gives you so much for so little, 
as a Smith-Corona. 

You can keep the tape as a permanent 
record printed in bold, easily read type. 
For listing checks, invoices and inven- 
tory totals, accounts payable and receiv- 





SMITH-CORONA 
Cash Register 


With adding machine 
advantages. 


ADDING MACHINE 


able, income tax summaries, and many 
other uses you will have a fast, precision 
instrument built for years of rugged, 
fool-proof, trouble-free performance. 

A Smith-Corona Adding Machine is the 
biggest, low-cost investment you can 
make in your business — to insure accu- 
rate records and profitable operations. 
See both models demonstrated! 


*Price for all states permitting Fair Trade Laws. Subject to change. Federal Excise Tax extra on Adding Machine. 





MAIL COUPON TODAY 
SMITH-CORONA INC 


195 Almond Street Syracuse 1 NY 





i Please rush me all the facts... 
Low in cost... | 
from $159.50° Signed 


| CLIP THIS TO YOUR BUSINESS LETTERHEAD _ 
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for faster filing, finding or referring 


BORROUGHS 


OPEN SHELF filing units 





will save you time and money 





Borroughs units will save you up to 50% of the 
space used for ordinary filing equipment, and over 
50% of the original cost of conventional files. They 
give you double the filing area for less than '2 the 
cost. Contents are instantly visible and accessible 
ot all times, for any size person. Sliding shelves 
are adjustable without bolting. You will need fewer 
filing clerks with Borroughs Open Shelf Filing Units. 
Write Joe Davis, sales manager, for Borroughs new 


catalog. It’s full of facts you should have. 








UFACTURING COMPANY 


AN META 


BORROUGHS MAN 


3002 NORTH BURDICK aliif KALAMAZOO, MICHIGAN 
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FREE! 


A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


%& Judge poper properties and their value. 


% Determine the effect of paper prices on 


total record or letter costs. 


%& Get correct, most economical grade for 





each specific need 





%& Choose papers of permanence, durability, MAIL 
sian THIS COUPON TODAY 
If you use, select or buy record or letter for your free copy of 


papers, you will find this an invaluable “How to Get GREATER SERVICE 
guide in making the best choice for all AND VALUE from your RECORDS 
of your needs. & LETTERS” 


om 
sine a 90 
L.L. BROWN 


| 
| 
| 
| 
| 
Record and Correspondence | 
| 
| 
| 
| 
| 


L. L. BROWN PAPER CO., ADAMS, MASS 
Please send me FREE copy of "How To Get Greater 
e From Y r Rec ords and Letter 


PAPERS 


LEDGERS BONDS, INDEX 
BRISTOLS & LINENS 
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9 Steps in a Systems Survey 


~ } LESLIE H. MATTHIES 


Vice President, Los Angeles Chapter. 
Systems & Procedures Assn. of America. 


URVEY is the solid rock upon 
which we build the highest SYS- 
tems achievement—the better 
system that achieves savings and 
greater control 
Here are the steps that lead most 
certainly to the final result—to 
proven savings 
If the problem is clearly defined 





at time of assignment, you can skip 
steps 1 and 2. However, usually 
> exae ‘oble t 100¢ 

not right, but nobody is sure exactly the exact problem is not 1] ‘ 


WHAT'S THE MATTER? Something is 
what it is. clear. and steps ] and 2 are es 


sential. 





tems engineer works to define the engineer turns in his definition of the 
exact problem. He and others will problem, his boss tells him what to 
verbally “kick the thing around” as do, but not how to do it. 

they search for definitive facts. 


Dm EXPLORATION. The sys- 3 ASSIGNMENT. After the systems 
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gathering stage. How does the op- the sifting and the sorting stage. 

eration start? What process steps The systems engineer juggles infor- 

does it follow? mation, adds it, divides it and looks 
at it from different viewpoints. 


4 SURVEY. This is simply the fact- h ANALYSIS. This is the taking apart, 





tem evolves. We rebuild what was becomes a definite plan for solving 
taken apart in analysis. The engi- the problem. A very important step. 
neer's know-how and past experi- The best idea, if unsold, is worthless. 
ence is a big factor at this step. 


f SYNTHESIS. The idea for a new sys- ] PROPOSAL. The new systems idea 
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INSTALLATION. The systems engi- 
neer schedules all the systems de- 
tails. People are trained. The new 
operation must be nursed along until 
it is in full swing. 


eeoe 











“It would be more impressive if Puddicombe didn’t have to count on his fingers.” 
A cartoon by Bill Eddy from this year's 





Qec 


nie 


2 


2 


Litt 





oe i 


PERFORMANCE REPORT. How good 
were the facts? the analysis? the 
proposal? Did it do what we thought 
it would? How much saved? Quality 
better? How much better? 


calendar of Minneapolis-Honeywell Regulator Co 


Orrice— February, 














What is office management 
thinking about 


in 1955? 





Simpler Copying Techniques Extent of Office’s Responsibility 


Greater progr is required In ae It is generally recognized that the cor 
oping simplified procedures to eliminate trol of costs has been much less effective 
recopying repetitive information to prog n the area of office management thar 
ess customers’ orders, production orders uct 


nvoices, cost niormation, ete Detailed he 
reports from companies who |} ‘ is t 
tered similar problems would = be ery 
helpful \ simple and inexpensive d 
method of aking copies of letters tor 
forms, etc., is still being awaited Kk. S 
MILLER, Office Methods & Equi; ent 
Div., Studebaker - Packard Cory South f 


Bend Ir 
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Ii save time...my boss saves money 





(BANKERS APPROVED) 
Ela the office ball point pen that writes smooth 
as a pencil—yet costs less than a refill! 


with Quillelle 








INSTANT WRITING ACTION. Quillette PERFECT FOR ALL WRITING. 
‘~ starts writing the moment it touches paper Quillette writes smooth, permits faster, 


.. . keeps writing smooth as silk month writing, prevents writing fatigue — ideal 


for carbon copies! 
aes —_ one SECRETARIES, CLERKS, BOOK. 
CUTS OFFICE SUPPLY COSTS. = KEEPERS -— — everybody loves Quillette! 
Quillette is today’s most economical writ- 

$2.28 Doz. in 


ing instrument. Full length ink cartridge only 19¢ ey at 
makes Quillette last longer. No refilling OFFICE-PAK 


saves time and money! Ask your supplier or write to: 


RELIANCE PENCIL CORPORATION 
Makers of the Famous Templar Duro Lead Pencil 
MOUNT VERNON, NEW YORK 


after month! 
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we find that our labor-saving devices 
have actually increased our clerical costs 
If clerical cost control is then the great 
est problem in office management—and 
our experience as management consultants 
has convinced us that it is—it is also 
the area in which the greatest progress 
could and should be made. 

In our opinion, the best way of over 
coming this problem is through the de 
velopment of a corps of professionals in 
office management who can grasp the en 
tire scope of the offies management 
func tion, aS a comprehe nsive process and 
not as a group of distinet, compart 
mentalized operations, and who e¢an re 
late the office management function to 
the other functions of their companies, 

Office managers have, in general, been 
too anxious to eater to the demands 
placed upon them, regardless of cost. 
Unfortunately, this usually has been be 
cause Office managers have been unable 
to evaluate the need for the work they 
were asked to perform and, on the other 


hand, were generally unaware of the 


real costs of operating their departments 
Io correct this, office managers must 
make penetrating studies of both their 
own departments and the entire com 
panies of which they are a part, so that 
they can better understand and evaluate 
the need for the work they are asked 
to do—do their work so that their results 
are in the form most useful to those 
for whom they are working—appreciate 
both the eost of doing any type of work 
requested and the alternative cost to 
the company of not doing that work 
Having thus determin the justifiea 
tion for the work requested and the form 
n which the results will be most useful, 





and knowing what original, raw data or 
documents are available to start the 
work, the office manager can then con 
eentrate on drawing the stra vhtest line 
between the start and the results In 
doing this, he must develop a eritical 


questioning attitude along every step of 


_—> 


OFFICE PIN-UPS by Burroughs Corp.; Clary 
Multiplier Corp.; Gray Mfg. Co. [(Audo 
graph); McBee Co. (Keysort) 
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FULL AUTOMATIC 
FINGER TIP CONTROLS 





ms) 
¥% Sit Down on the job? 


Certainly, when she’s operating the new Model 242 


DAVIDSON DUAL-LITH 


FOR SHORT RUNS 


Office Engineered for the ultimate in full automatic 
operation, this new DAVIDSON DUAL-LITH does the 
highest quality work obtainable, and does it for the 
most inexperienced operator. She remains comfort- 
ably and continually seated with every control at her 
finger tips. You have never ever seen anything like it. 
Send for your free brochure today. 


DAVIDSON CORPORATION 
A Subsidiary of Mergenthaler Linotype Company 


29 RYERSON STREET, BROOKLYN 5, NEW YORK 








» CONTROLS 
e Automatic 
Chain Delivery 
e Automatic 
Register Control 
e Automatic 
Delivery Control 
e Automatic 
Blanket Throw Off 
e Automatic Double 
Sheet Deflector 
e Automatic 
Mis-Feed Detector 
e Automatic Re-Set 
Sheet Counter 
e Automatic Surface 
Speed Control 
e Automatic Adjusting 
Feed Rolls 
e Automatic Timing 


een Ba 2ek &) 

e Finger Tip 
Start Stop Controls 

e Finger Tip 
Paper Feed Control 

« Finger Tip 
Blanket Washer 

e Finger Tip 
Ink Control 

e Finger Tip 
Dampening Control 

e Finger Tip 
Quick Change Segment 

e Finger Tip 
Easy Turn Wheel 
THE NEW 


DUAL-LITH 
DOES EVERYTHING 


DAVIDSON 


Short Runs * Long Runs 
Wet Offset + Ory Offset 
Letterpress * Imprinting 
Embossing « 3-Side Bleed 
Numbering Perforating 
Full Page Halftones 
Two-Sided Printing 





Die Oversee 
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the way. He must not become so er 


grossed in the competitive design f 

tures of various machines that could be 
used to do the job that he loses sight 
ot his basi objectives, So often, for 
exNan ple, wi irgue about which tv pe 


writer can do a better job of preparing 
@ certain document and ove rlook the pos 
sibility that the 


draft (or dictated copy) might serve the 


handwritten 


original, 
recipient just as well, or even that ther 
is no real need for the 


These 


document at all. 


observations apply with equal 
force to oftice equipment suppliers and 
kulesmen. | here has been far too much 


emphasis on the mechanical design fea 


little on fit 


into the overall con 


tures of equipment and too 


ting the process 
pany picture. The salesman, particularly 
must know his product thoroughly (and 
than 
do), but he must sell his equipment not 
on the basis of the 


perform but 


much more thoroughly many now 


many tricks it can 
rather on the way it can 


satisfy a real need of the prospective 
eost. We 


management sits at the nerve 


buyer at a justifiable 
that offies 


belie Ve 


center of today’s business and must pre 


pare itself to accept an ever more re 
sponsible role in the future.—RICHARD 
J. STEELE, George Fry & Associates 
( hicago. 
Improve Human Relations 

Many of us achieve professional sta 


ture to the hook 


called 
business on 
heard the 
ator or employe e call them to the tel 
names, We have to tye 
exceutives to our 


Se Ty 


ysutsider, but remain 
keepers to our associates. I have 
lines of 


executives n other 


the telephone and have oper 
phone by first 
en ployees, to our 
es, before we can be recognized out 


side our business, I do not 


own mply 
that we withdraw into shells, but we 
must be supervisors to our emplovees 
not intimates, 

We have to broaden our sion. Many 
office managers have become good exe 


utives, and are reeognized as such, but 


will never be anyth ng more than offies 


executives. Their world is encompasse: 
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You Get Things Done With 
Boardmaster Visual Control 








Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 


Simple to operate—Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, Traffic, Inventory, 


Scheduling, Sales, Etc. 


Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4950 including cards 


| FREE| 24-PAGE BOOKLET NO. F-100 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 





Secretaries Love it! 


THE LOW COST LIBERTY 
COPYHOLDER. Holds 
copy in full view 
makes typing easier 
speeds work! In 
handsome grey finish 
7’ by 9'/,"", 5" base 


ONLY 







Own One 7 30 
For Every . 
Desk 


EACH 


BANKERS BOX CO. . 
720 S. Dearborn St. ¢ Chicago 5, Ill 






























































their | al the comie strips. We 


nave t get to t} world outside We 
ougnt to om yreat books dise¢ us 

on groups We ought té oin a @ivis 
r community club of some kind and 
re active i t Sor ot us ought to 
enter potit cs Wi ought to take some 

lult education courses. We ought to 
pecome management executives rather 
than just being office managers 


Relationsh ps between office n anagers 
and equipment salesmen ean be in 


proved Because we have not been fair, 


equipment and supply salesmen have 
omed our organizations Tor the pur 
pose of mak ng SOCIA contacts, and 
using them to pet n to see us. I he 


lieve this is the poor approach, but in 
many cases, we have forced them to it. 
kivery nan s richer as he makes more 


friends. Let’s give the salesman a hear 


ing, let’s open our loors to then , (even 
though we do not buy) and in good 


time we will have made a friend. 

In brief, the hig area for improve 
ment in office management is in the field 
of human relationships. I would inelude 
relationships with your employees and 
your employer, contacts with your sup 
phers and our customers, and associa 
tion with the world outside your own 
business, These relat onships provide A 
tremendous opportunity for the office 
executive to broaden his vision, to im 
prove his professional standing and, at 
the end of each day, give him a feeling 
ot satisfactory accomy lishment MOR 


rIMER GOLDSMITH, Controller, Levy 


Bros., Louisville, Ky 


A “Static” Profession 


What is needed ror the honorary 


treasurer and such like is ‘‘ duplication’ 
at the right plac Generally speaking, 


the office accounting machine manufac 


turers follow tlk mistaken lead of the 





OFFICE PIN-UPS by Eastman Chemical Prod- 
ucts, Inc. for Visirecord, Inc.; Facit, Inc. 
(Odhner); Underwood Corp. (Sundstrand) 
Burroughs Corp. (Bell & Howell). 
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Buia. Satay 


Continuity of design carried throughout all 
of your business correspondence forms re- 
flects a well organized, alert, and efficient 
organization. 

Then too, you will want the paper itself 
to carry your message with authority. 
That’s a job for a Gilbert Bond . . . the 
paper made with new cotton fibres for crisp 
feel, unmatched whiteness, and a sparkling 
cockle finish. Ask your supplier. 


Gilbert 


Voyland Sere | Laneaster, Radiance, Resource, Gilbert Bond Paper 





Se 





] [ Toyland Store ad 
™ | Fe | 

Toulond Stow 
ea die 


| 


GILBERT 


Parla COmPanY 











ls approxi 
mate statisti iaVv and exact account 
ancy tomorrow! ) KEITH EASON 
Eason & Son Ltd., Dublin, Eire 


A Catalog of Methods 


\ passage in the Rogers 


I > = 


phiet ‘* Manage 


new 


generation : acks tl rol mis c 3 ‘ i 4 aily 3} IM pros 


hopefully So! class} 
gnoring the ways previous generatio! y r, computil and compa y infor 
have tried to \ then Others ation for management use { also 
t ignores the sur at for es stance which this 
experience of v medium €¢ ) used ill be 

The trick 


know when to ) } y ( ( eC] Ach iY ol 


learn from it.’’ ime, disp f Tt ¢ \ *s or for other 





The ROL-RACK 


with FIVE FEET of Shelf Space! 


A BOON TO Purchasing Agents, Account- 
ants, Lawyers, Engineers, Brokers, Hospitals 
Librarians, Educators, Professional Men 
and Women. 


Sturdy and Durable 

Made of choice selected |'/4'' hardwood, Sloping 
shelves angled for title reading, doweled and 
bolted to insure durability. Side-riveted swivel 
casters with resilient rubber tires which roll 
smoothly with a full load. 


Dimensions: 32" long, 13" wide, 31" high 
13" between shelves 


Satin Walnut Finish or Natural wood Finish 
This BOOK TRUCK was designed to sell for 
$69.50, but because of economies effected by $4950 
mass production in our own factories, they are 
F.0.B yaehery 


being offered at this low, low price P Ast: i ls 
Weight 50 Lbs 


HEARTHSIDE INDUSTRIES—A Division of The Grolier Society Inc. 
2 West 45th St.. New York 36, N. Y. Attractive Dealer Franchises Available 
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NOW make copies directly under low 
hanging fluorescent lights with the 


* 
Copease 


Dupley 


PHOTOCOPIER 


Ww 


7 * t 
new Lite-Visor 
t Patent Applied For *Trademark 





Now Copease Duplex Photocopier has added another exclusive advantage 

a lite-visor attachment that permits use directly under the strongest light! 
The transparent Plexiglas top has a slide-out panel that gives you a full view 
of the machine’s operation without danger of over-exposure. Now Copease 
makes sharp, dry copies of anything on paper...anywhere...anytime...and 
makes them in seconds. Fill in coupon and mail for details of Copease Duplex 


Photocopier (known abroad as Dev elop Combi). 


rt emen: Please t e yo epresents e call to 
COPEASE ae Ba a al of ( Sih aia office i 
CORPORATION Name Title 


270 PARK AVENUE ate we 
NEW YORK 17, NEW YORK we name — 
BOX 0 City , , —— 














New Frigidaire Water Coolers 


Cool water for 
pennies a day— 
the trouble-free way 


ter flows in instant 

» the all-electri 

’edal. And the 

itic principle 

vater or electri 

s constant even 

iter pressure varies 

fpom 25to | 1) Ibs. Stainless 
teel or porcelain top. 

including 

heottle type coolers with or 


ited stor ive 


even models 


ithout retriger 
ompartment, and new ex- 
s10n- prool model tor 
in hazardous areas. 
Meter -Miser Compressor 
irranted for five years. 
Call your Frigidaire 


mercial Dealer or write: 
brigidaire, D Ohio Bottle-Type 


In Canada, Toronto 13, Ont with Compartment 


ea] 


Frigidair e Water Coolers 


Built and backed by General Motors 


(Lom- 
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Modern Business demands 


THIN PAPERS 


to reduce typing, mailing and filing expenses. 


Fidelity Onion Skin 


we suggest 


ESL EECK Clearcopy Onion Skin 


Superior Manifold 


fo f Thin Lettertreads Copies Records 


FSLEECK MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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Cijyjipihe 


4-WAY SORTER 


For sorting all kinds 
of office papers prep 


Zatior I NOMA LOMA 
SPA I} ré t j , , +} 
‘ he | ‘ ‘ T ‘ 
er nage grouy If 
‘ tr I tr t 
ect ina ! ris ! 
I t! ! ‘ ‘ 
per r, tne | ‘ nuge ent ft nee 
+} hignhe et I t j 
if ‘ ‘ } t yt 
i rhe KI there t I ! 
‘ rything It ( ‘ 
} f ‘ ret ] et 
‘ ! ti ! | “TT ! if 
j ! t etl rende 





aratory to final filing 

or posting. Can be 

used in four different 

ways — one side has 

alphabetical and daily 

leaves the other side 

monthly and numer 

cal 

The Sorter is only 4°’ 

wide and light-weight 

made of hammertone available, 

finished aluminum with __ 

spring aluminum alloy Serter 

leaves and rubber feet to a desk 
STYLE SIZE LENGTH WEIGHT 
L-31 Letters 26°" 24 o2 
C-3) Cards, Checks 25"° 18 oz. 
C-2) Checks 16" 12 oz 

fy eater dessa have the Amfile Sorter ts 

tock. se we see thet v< ere 


Write for illustrated circular 


AMBERG FILE & INDEX CO. 


Thoughts 


I t ! 
‘ f I 
t ncerease ‘ 
} ‘ ‘ r , 
+} r 
é ORE 
et al pie 
( 
r th ht 
yf T ry 
hilit , {} 
‘ i 
re f ns the 
I 
} ID t 


_SORTKWIK 


apply between 
fingers and thumb 


rub in to crecte 
tacky film 


sort, collate, 
count, file 


a — 





on Men and Machines 


tant thing we can do 
etl ency Is to learn 
per rsonnel, Despite 
I I of the tests, 
‘ nay st I found ho 
t v tne I ght person 
| ) I people are 
rtur to demonstrate 





with 


No more clumsy 
rubber fingers or 
messy sponges 


Easy to apply, SoRTKWIK 
creates a greaseless, stain 
less, tacky film permitting 
handling more papers much 
faster 

Now widely used in a va 
riety of businesses through 
out the country, SORTKWIK 
is setting a new standard for 
efficient and specdy paper 
handling 
Order a 
stationer 


supply from your 
TODAY! Or Send 


for FREE SAMPLE and 
full details on your busi 
ness letterhead 


Average 4 months 


upply 
50c. 







Filing Specialties since 1868 
1601 DUANE BLVD. KANKAKEE, ILL. 


20 





LEE PRODUCTS CO. 


2738 Lyndele Ave. 5. Minneapolis, Minn 
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Reasons Why You Should Choose 
Copyflex Copying Machines to 
Speed and Simplify Business Paperwork! 


gi Be Fi 
ideal for All Paperwork. Copyfiex makes 
white copies of anything printed, typed, writter 
lucent eee in seconds, They proc » from « 
paper the 


transactions as order-invoice, purchase 


clear, black-or Easier to install and Use. Copyfiex machines require 


only an eles 
drawn on trans con ctron f 


or operation. No auxiliary equipment is needed 
ne original “action uted anywhere. Compact Copyflex Model 100 can 
omplete such business b ! n ny desk 


order receiving Copyflex after 


whole series of copies needed t« or table top. Anyone can learn to operate 
afew minute instruction 


Clean, Quiet, Odorless Operation. (: 
office use. No stencils, masters, or messy 
or plumbing! Copyflex uses a lo st pho ss. reauires opying requirement. Br 

special lighting. Operator inserts the ! und se tized 


gets an exact copy in seconds 


pyflex is ideally suited for Dependable Material Supply, Machine Service 


No vents unsurpassed range of ser 


ania flere a: 
tized materials to fill any business offer 
ng offers natic 
heet You get help promptly «t d 1 need it 


for lack of materials 
and more business firms ere ad 
s given here, Wh tt or le 
ts no more? Act now to speed and simplify your pape 
save ir company the ands of dollars in clerical 


inches wide by wv of Mail « spon for complete 
ony length 


pting Copyflex for the ve 


s efficient equipment when 


nformation on Copyflex 


(BRUNING ) 
eR) 2/4 


Charles Bruning Company, Dept. 905 
4700 Montrose Ave, Chicege 41, if 








Please send me complete inf 

Process and Mach 

Name 

Compeny 

Address 

City County State 
CHARLES BRUNING COMPANY, INCORPORATED 4700 MONTROSE 





AVENUE CHICAGO 41, ILLEIMOTS 
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how to hear the heartbeat 
of your business ... with 


miniton 


world’s only Pocket Recorder 








1. Slip Minifon in your pocket and forget it— 
a while it secretly records interviews, conversa- 
tions and entire meetings. 
2. Slip Minifons in your salesmen’s pockets 
and get secret recordings of dealers’ amd con- 








jae sumers’ “off the record” opinions. 
‘ q af _ : 
3. Slip Minifons in the pockets of your travel- 
ing executives — have verbatim field reports 
minifon mailed to you as letters as soon as they're re- 
corded. Receive them weeks in advance of 
Minifon works on Battery written reports — and free of the errors-of- 
or AC, records up to 244 memory which written reports often contain! 
hours at a time, plays back 4. Use Minifon as a traveling secretary, too! 
through own earphones, “Talk ” while y tet ae eal 
Minifon Conference Speaker aik to it whule you drive, iy Of play go 
or any radio speaker. Re- Hides in your pocket and hears all—has a play- 
cordings are fully controll- back control for your typist, too. 
able, easy to edit or erase, 
_ : —s ai 
re-usable — and may be Minifon is the world's highest-precision 


mailed as letters. recorder ... easier to use, easier to 


listen to. Get full facts from Dept. O-1 
Learn how Minifon is used in your GEISS-AMERICA, Chicago 45, il. 


business or profession 











EXCLUSIVE REPRESENTATIVE: Geiss-America CHICAGO 45, il. 





Dealers and Distributors: A few valuable Franchises available. 








If you Own any of 
these Typewriters. . . 






Underwood 


Smith-Corona 


cree q 





... Auto-typist can turn it into 


an Automatic Typing Machine 


sy The Auto-typist will turn 
any office typewriter 
into an automatic letter- 
writing instrument. It will enable a 
typist to turn out 100-125 average- 
sized letters a day per unit. One 
operator can easily handle four or 
five Auto-typist units. 
Automatic typing will slash your 
office correspondence costs. With 





well over half of business letter vol 
ume falling into the routine cate- 
gory, the Auto-typist method of 
precomposed letters or paragraphs 
offers a definite saving to every cost- 
conscious organization. 

Models for Every Size Office 


Avito-typist 


World's Largest Manufacturer of Pneumatic Typing Machines 


write today 

for Information About 
Automatic Typing, and 
How It’s Used Today 


Name 


Company & Title 


Address 


City 


Tue Orrice—February, 1955 


American Automatic Typewriter Company 


Dept. 52, 2323 N. Pulaski Road 
Chicago 39, Illinois 











Dealers and Distributors: A few valuable Franchises available. 





gives you MOKE !| 


MORE savings .. . because of lower initial cost. 


MORE features . . . special speed features found only in the 


most expensive machines. 


and maintenance costs. 


MORE accuracy ... precision mechanical design 


3 MORE economy... rugged construction cuts operational 


avoids costly errors. 


fo 


_ 
. 
. 
Cc 


Vans 


Pon 


vf 


rite for complete information...IT'S FREE! 
Fully descriptive, 
illustrated literature 


ond prices will be sent R.C.Allen Business Machines, Inc 


without obligation. ; 679 Front Avenue, N.W., Grand Rapids, Michiga 

















| 
isOmalic_ TYPEWRITERS 


R. C. Allen’s exclusive VisOmatic margin and 
“Quick Switch” Interchangeable Platen mean 
far greater efficiency for every job. Margin 
scales have hairline accuracy, Keyset Tabs are 
touch-controlled, instantly accurate and con- 
veniently located at fingertip level on front 


si ooth 


panel. Quick change spacing control, h 
action carriage. All the newest type faces and 


carriage widths for every need 


isO mal ic. ADDING MACHINES 


Electric models have motorized multiplication, 
automatic space-up, total and sub-total. Sub- 
tracted items print in red. Ciphers print auto- 
matically; clear signal prints with first item 
entered on machine. Operators appreciate ease 
of operation and “feather-lite” touch. Even-odd 
keytop formation speeds work, assures greater 
accuracy. For both narrow or wide tape. 


R.C.Allen BOOKKEEPING MACHINES 


Models for commercial, payroll and bank use, 
One-operation posting, so simple anyone can 
operate these fast, accurate models. Front-feed 
carriage, automatic date printing, keyboard 
carriage control, automatic tabulation. Easy, 
quick interchange of control bars for adapting 
machine to many uses. 


R.C.Allen CASH REGISTERS 


Electric and hand-operated models for every 
business. Features include “Cashguard” lock, 
“Speedi-Change” cash drawer. Get maximun 
protection, convenience and information at 
lowest cost. Handle cash, charge, paid-out and 
received-on-account transactions with auto- 


graphic detail tape for compiete records, 


America’s Finest 
Machines for Every Use 


and Every Business 



































without obligation. 
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MANAGEMENT Ye 
ti 
com = 
é as 
=. P) 
WYait test; ot \ Ae TEED 
AND *> Autographs 
SYSTEMS 
“Found! The vital link that perfects property control. 
One type of tag, one method of mounting, uniform 
“out-front” placement and legible numbers . . . out- 
standing attributes of this innovation in the “tag- 
ging’ of furniture, fixtures and equipment.” 
SERIALLY NUMBERED —. 
PURCHASING # Cyyprove Autographs 
AGENTS . . 
“ “Now, because we know what we have and where we 
have it, we're making efficient use of our equipment. 
The positive check against loss, theft and unauthor- 
ized transfer eliminates unnecessary purchases 
helps determine obsolescence of equipment.” 
a . 
comprrouers R a, 
AND ke - Yke 
ACCOUNTANTS * y 
cs We're interested in records . . . accurate records that 
simplify depreciation of equipment for tax, insurance 
and accounting purposes. These attractive, easy-to- 
read tags eliminate reporting errors. To say that 
they've paid for themselves is an understatement.” 
Beautiful easy-to-read “SERIALLY NUMBERED 
AUTOGRAPHS are produced from lustrous .016” 
Satin Finish Aluminum. They're easier to mount 
(even on crackle finish!) than any other permanent 
identification device . won't damage precision 
equipment because drilled holes, screws, rivets or 
brads aren't needed. 
WRITE TODAY DESIGNERS =~ MANUFACTURERS 
for FREE booklet, “HOW TO PERFECT lL 
YOUR PROPERTY CONTROL SYSTEM. IMC. 
We'll include try before you buy 
samples. MASON CITY, IOWA, U. S. A. 
26 Tue Orrice—February, 1955 

















and Every Business 


Which File 
of Papers 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 


feature enables the bound units to 
be withdrawn from the 
holding device in the folder, to be 
placed 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 


metallic 


— ready-indexed — in the 


transfer supremely fine filing-binding service. 


The unique Accobind 


ill good stationers have decobind Folders and Acco Fasteners (30 styles) for your every need 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


in Canada: Acco Canadian Co., Ltd., Toronto 
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wEIREE 
Magnilie Bell” 
THE 


REALLY COMPLETE 
DICTATION SYSTEM 


Exclusive Design Combines All 10 Most-Wanted Features 


Only Peirce Magnetic Belt Dictation combines every feature 
essential to modern dictation ease, speed, accuracy, efficiency 
Precision Engineering* assures You of Minimum Service, 
maximum efficiency. Fa/l 15 Minute Recording gives you 50% 
more dictation time. Transcriber Speed-Control for selective 
dictation flow. Absolute Interchangeability of Reusable Mag 
netic Belt assures utmost flexibility and economy. 

Years Ahead Styling with low, graceful lines. Combines 
Both Dictating-Transcribing, Error-Free Dictation, too, for in 
stant correction. Write today for a 2 Week Free Trial, and 
prove it yourself, in your own Office, under your own conditions 
See why modern businessmen today use Peirce Magnetic Belt 
the most modern dictation machine. 


*Ask your own engineering department to analyze the outstanding engineering 
in Peirce Magnetic Belt Dictation. 


Destors ond Goestee in NOW! A CHOICE OF 3 NETWORK 
All Principe es. SYSTEMS TO FIT ANY OFFICE! 





CLIP THIS TO YOUR LETTERHEAD 


Mail today for complete ‘Magnetic Belt Lowest Cost Network 
Dictation for Lighter, 
Less Frequent 
Dictation 


information, name of nearest dealer Network Dictation for 
Offices With Heavy 


Dictation Loads 


NEWEST DEVELOPMENT 


PERG, dictation 
systems 
5900 Northwest Highway Chicago 31 Your Telephone 


See Your Phone 
Company 





Network Dictation 
Associated With 
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. . You can believe us when we 
say that this magnificent piece of 
equipment, precision designed 

. goes everywhere! This ‘open 
arms’ policy is the direct result 


of such advanced features as a 


25 second color change and the 


ability to reproduce continuous 
tone photographs — both Roneo 
exclusives. Plus such features as 
a totally enclosed drum, com- 
pletely automatic inking with 


Roneo's Semi-Paste Ink. 


RONEO 500 pays its way wherever it goes! 


The Roneo 500 offers you the 
nearest thing to printing at 
mimeographing cost! Nothing like 
it at this price or any other price 


For these and other Roneo fea- 





tures write for free copies of 


RONEOTRONIC Reproductions. 














ADDO MACHINE COMPANY, INC 
Dept. O, 145 West 57th St 
New York 19, N. Y 
Circle 5-6940 


Exclusive U.S. Distributors 
Roneo Duplicators, Addo-X Machines 
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'*Custom-Planned 
i General” 


". ‘b> ° —_ 
Bh. ~ 4) : 
>» f 
* 
’« 


Sa 


The 100% answer for your truly distinctive 


FINE OFFICES 


Let us help you by executing the entire planning and furnishing 
of your fine “custom-planned” offices. Our trained experts will 
work out all the decoration and design—plus all the furniture 
' for a truly distinctive layout that is sensibly efficient.* Our 
specialty is to provide the unusual in furniture, CUSTOM- 
MADE to your work needs . . . at practically-low costs. 










=) ina 


~~ 


= Sn a i. a oe - 7 





Your inquiries will receive our prompt attention. 


Serving America’s largest on a national basis. 
— . ee 


General. Office 
uipment Corp. 








~ ee 


719 LIBERTY AVE. * PITTSBURGH 22, PA. * ATlantic 1-2277 
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Break the record barrier... 





The new Diebold Super Elevator File breaks the record barrier 
with the same ease that jet planes now break the sonic barrier. 
Unproductive effort is the barrier that slows operations and 
increases costs of handling records in large volume. Eliminating 
wasted effort is the Super Elevator File’s specialty. It does the 
heavy work electrically ... freeing operators for referring and 
posting. Operators remain seated . . . the file’s electric brain 
brings any record to their fingertips ... within 3 seconds... at 
the touch of a button! Short removable trays speed operations, 
permit instant division of work. The file houses greatest con- 
centrations of records in smallest space... up to 300,000 in 
17 square feet. 

Let us show you how the Diebold Super Elevator File will im- 
prove mass-record handling and reduce overall costs. Ask to 
see case histories that show savings of one-third in time and 
space .. . savings that make it profitable to replace present 
equipment with electrically operated Super Elevator Files. 


ae ay ae er ae ) 
910 Mulberry Rd., S.E., Canton 2, Ohio 


THe Orrice February, 1955 


WITH THE NEW DIEBOLD 


SUPER ELEVATOR FILE ror MASS-RECORDS | 


ELIMINATE 


Time-Consuming 
Effort 





Walking and 
Carrying 





Fatigue 


? 


: 
oe 





See our display 
Booths Nos. 176-180 
Office Management 

Association 
Chicago Business 
Show 
Conrad Hilton Hotel 
February 28- 
March 3, 1955 

Write today tor 


full information on 
Super Elevator Files 


Complete equipment for handling, storing, 
protecting records and money since 1859 








— Now-Turn Printed Sheets 
into Finished Booklets 


in a single operation! 


with the 


VERTICAL 


‘Bookleteer’ 
«Ku Vea) wae 
ee COLLATES = « 
——# - J065 Ha fol 

. caateagy) 





e FOLDS 











SPEED —up to 3000 per hour 
$IZES—sheets 6 x 7 to 
Here's the latest JCM achievement to help 11 x 14 
you save binding costs! This fast, accurate 4 CAPACITY —all types of stock 
or 8-station Vertical Collator combined with —12 to 100 lbs 
Jogging, Stitching, Folding and offsetting de- 
livery Attachment turns out completed booklets 
practically by itself. Does all this in one oper- 
ation—faster than any individual step on 
present equipment! Gives you different color 
pages and weights of stock in same booklet 


SAVING—J/ operator does 
the work of 8 





_“Binder-Matic”’ 
-JOGS, STITCHES, FOLDS 


Combines with your present hand 
collating 





ANS Bh cae 


J. CURRY MENDES .. CORPORATION 


One Curry Lane © Canton, Mass 
Western Offices and Plant: 500 S. Clinton St., CHICAGO, ILI 
Eastern Offices: 22 E. 29th St., NEW YORK, N.Y 
West Coast Offices: 1826 S. Hope St., LOS ANGELES, CALIF 





PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 








1. Automatic WITH THE ExcLtusive ECONOMIZER BOX 
Alignment. 


2. Automatic 
Rotation of 
sheets for 
longer wear. 


Ww, 


3. Automatic 
Warning of 
last typing 
lines. 


4. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 





a 4 
BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


Due Ovrrice— February, 1955 





1826 S. Hope St., LOS ANGELES, CALIF 


WAUSAU 
IMPRESSION PAPERS 


























1. The New White in the Wausau Impression Paper line is 
WAUSAU makes different fine 
mareuion papers ter each of brilliant white, attractive and distinctive—the result of many 


the dwee maior processce: years of research 


OFFSET GRADES 2. Specially Treated Surfaces insure outstanding perform 


Wausau Bond ance. Wausau Impression Papers are tub-sized. They are 
Exact Bond 


Wouseu Ledger 


easy to handle, easy to work on duplicating machines and 


responsive to typewriters 


Exact | edger 


Wouse Opaque Offset 


3. Uniform High Quality. Wausau Impression Papers cre 
STENCIL DUPLICATING GRADES made from highest grade virgin fibre by craftsmen skilled 
Wausau Mimeo Bond in the art of papermaking. They lie flat, feed easily and are 


Exact Mimeo Bond full-bodied for long, fast runs 


SPIRIT and GELATIN 
PROCESS GRADES 


Wousou Duplicator 


You can increase your impression paper sales by featuring the 
Wausau Impression Paper line, because the complete Wausau 
Sect f : line meets all requirements of the three major processes and 
xoct Duplicator 
comes in sparkling white and a full line of colors 

The complete Wausau Impression Paper line is available 


nationally through authorized distributors 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
. 111 W. Washington Street, Chicago 2, Illinois 
Artisans of Mills at BROKAW, WISCONSIN 
Fine Papers Member—Wisconsin Paper Group 
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The riden can take work out of your figure-work 
if youre a fuel & feed merchant...an electrical or 
plumbing contractor...or a tax accountant... 
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in a range 
of sizes and 
prices meeting 
all figuring 


More businesses of 

every kind, every day, 
mechanize their figuring 
with the fully automatic Friden 
Calculator — for this reason: 

The Friden performs more steps in 
figure-work without operator decisions 
than any other calculating machine ever 
developed. Operator decisions (thinking plus 


motions) take time — much of which is saved by 

Friden figure-thinking. Time-savings on ” 

payroll, invoices, inventory, discounts, 

cost control — all business calculations — qT] ¥ 1] 
amortize quickly the cost of this machine. : 
And operation is no problem: So automatic Products of Friden: THE AUTOMATIC CALCULATOR 


is the Friden that anyone can use it THE NATURAL WAY ADDING MACHINE » THE COMPUTYPER 
with the simplest instructions. THE ADD-PUNCH MACHINE 


The Thinking Machine 


of American Business 


EASY TO SEE THE COST SAVINGS a Friden can bring your business. Ask your nearby Friden Man to 
show you some examples with your own figure-work. Friden sales, instruction and service available 
throughout the U.S. and the world. Frip—eNn CALCULATING MACHINE Co., INc., San Leandro, California 


© Friden Calc ulating Machine Co., Inc 
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Record forms are vital to any busi- 
ness, but why pay the high cost of 
having them printed? 

Just listen to this—every single one 
of the many forms necessary in the 
manufacture and sale of our Tempo 
Duplicators and supplies, is repro- 
duced right here in our office. And, 
at just a fraction of the cost of print- 
ing—even in our own print shop! 

You can do the same. If you use any 
office forms, whether in large or small 
quantities, it will pay you to investi- 
gate Tempo’s Complete Office Printing 
Program. 


Just pin the coupon to your letterhead 


@varanter 








REPRODUCE THEM 
RIGHT IN YOUR OWN OFFICE 


Purchase Orders 
Letterheads 
Bid Requests 
Production Schedules 
Shipping Schedules 
Time Cards 
Shop Orders 
and many others 


and drop it in the mail. Why not do it now— 


before you turn the page? 


The economical answer to. 


your Printing 
Costs! 


TEMPO ‘IMPERIAL’ STENCIL DUPLICATOR 


TO: MILO HARDING COMPANY 
502 S. Monterey Pass Rd., 
Monterey Park, Calif. 


Please send complete information on how we 
can reduce our printing costs with Tempo's Office 


Printing Program. 
COMPANY 
ADDRESS 


ZONE__STATE 
Established 1904 


GEHA 
““REGENT’’ 
DUPLICATOR 


LIME A PRINTING PRESS 1M YOUR OFFICE 
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Earl Norris, a founder 
of the Alaskan Dog 
Mushers’ Assn., with 
his team at the Die- 
bold Drive-Up 
Counter of the First 
National Bank of 
Anchorage, largest 
bank in Alaska. 


On mera / 


Idea for a punched card 
reconditioner was conceived 
by Fred H. Remmert, 2nd 
vice president in charge of 
the central proof depart 
ment; C. Stanley Battles, 
assistant cashier, and Ed 
mund J. Mayer of Contin 
ental Illinois National Bank 
& Trust Co., Chicago. 
Cummins -Chicago Corp. 
now makes it—the Cardi 
tioner. Machine reduced 
rejects from 6% to under 
1% of bank's yearly 8 mil 
lion punched card checks 


Carl S. Saltzman (left), New York branch manager of Underwood's Samas Punched Card Div 
explains 40-column keypunch to the Accounting Society of City College, New York 
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eenenenentil 
One of the open work areas at Acacia Mutual Life Insurance Co. in Washington, D, C. Desks 
are standardized at 50°’ with 33 sq, ft. per employee. The absence of traffic aisles in work areas 
minimizes distractions. Desks are grouped by related types of work for better workflow. Open 
areas also provide flexibility for future planning 


Acacia’s New Washington Offices 


The accounting of- 

fice uses electronic 

tabulating card 
equipment. 














Acacia has an inter- 
floor delivery system 
with conveyors and 
pneumatic tube op- 
erating on a_ half- 
hour schedule. 


Designed for the use 
of interviewers in 
Acacia's policyhold- 
ers’ service depart- 
ment, this desk com- 
prises files, work 
table and visitor's 
counter in U-shaped 
unit, 





Recreation room for employees of Acacia Mutual Life Insurance Co. 








New two-story brick 
office building of 
General Fireproofing 
Co. at Youngstown, 
Ohio. Sidewalk is 
heated to melt snow 
and ice. Building 
was designed by 
Kling & Frost, arch- 
itects. Joseph Bu- 
cheit & Sons was the 
general contractor. 
Interior was handled 
by GF's color and 
design department 


10 









































































Office of Walter 
Bender, GF's presi- 
dent. Tan metal 
desk and desk con- 
sole contrasts with 
redwood panelled 
walls and green 
hand-tufted carpet. 
Desk tops are green 
Textolite. Upholstery 
of aluminum chairs 
accents drapery col- 
ors. 
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The general sales of- 
fice at General Fire- 
proofing Co. has 
some of the 53 dif- 
ferent colors which 
are used throughout 
the building: dark 
green, light yellow 
flame and beige 
walls; mottled green 
vinyl tile flooring. 
The gray GF Mode 
Maker desks have 
light green Velvo- 
leum tops. 





The entrance lobby 
has red and green 
carpet; light green 
and flame walls. It 
also acts as a dis 
play of GF lounge 


furniture. 


GF's meeting room 
can be divided into 
two sections by clos- 
ing the Modernfold 
doors. Room is fitted 
with public address 
system for voice and 
recordings, and mo- 
tion picture projec- 
tor. 
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Steel office furniture 
in Modernaire gray, 
made by Invincible 
Metal Furniture Co., 
installed by Daily 
United Supply Co. 
in the Little Rock, 
Ark., office of Pitts- 
burg Plate Glass Co. 





octane 








i} yen ‘ 
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One operator han - of 
dies final inspection ' 

of ten 10-key add 
ng machines simul 
taneously with new 
testing machine built 
by Burroughs Corp 
for only $6,000. Test 
er 4iso car run en 
durance tests and 
can be adapted to 
operate mechanically 
by punched paper 

tape. 





Some of the 400 
chairs made by Mil- 
waukee Metal Fur- 
niture Co. and in- 
stalled by Nathan 
Coleman & Son in 
the Chatham County 
Courthouse, Savan- 


nah, Ga. 





YOU OWE IT TO YOUR BUSINESS 


to LOOK AT the MARCHANT J@UREMATIC 










@ EASY TO USE 
@ EASY TO OWN 
@ EASY ON YOUR TIME 
Any way you figure—IT'S MARCHANT! 


Your business, your office — whatever its size — can turn time into money 


with this new MARCHANT. 





@ The Figurematic is so simple to run that anyone in your office can use 
it swiftly and efficiently. Costly hours spent figuring by old-fashioned 
methods will change to extra hours of profitable, productive effort 


@ Now, through our “pay-as-it-saves” plan you can own this moderate 
priced MARCHANT Figurematic for less than the regular rental rate 


@ Call the local MARCHANT MAN for a test run on your own work 
You'll find that a Figurematic saves so much time that you can’t afford 
to do without one. 


MARCHANT on... 


148) Tey 
Ametaeary, 
-'¢ 


- 


Find out how a MARCHANT calculator will help cut your figurework 

costs and lighten your figuring burden. Mail this coupon with your 

“Wa ‘ business letterhead for free 
WALL 

4! J _> Index to Modern Figuring by Marchant Methods 

¥U > 


Descriptive Literature on Marchant Calculators 





CoUpOvK 
MARCHANT CALCULATORS, INC., OAKLANO 8, CALIFORNIA 




















Top index drawer can also 
be used for cancelled cheeks. 











SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File 


A heavy gauge steel cabinet containing 
two full suspension letter files, index 
drawer for 3x5 or 4x6 cards (3200 cap.) 
2 adjustable compartments under lock 
and key; steel safety vault with large 
vault size dial lock (only YOU know the jmitations c-? 


combination) 





32” high, 30’2” wide, 17” deep. Olive 


green or Cole gray, baked enamel finish. The “DIRECTOR” File 
Similor to No. 1370 ex ff 


| 
cept instead of the card 
= S QD drawer a third letter size ie 
om filing drawer has been L 
odded 37/2" high | 
No. 1473 $53.95 | 


With plunger lock which automatically lock that automatically 


The above with plunger 
locks all drawers. No 
locks all drawers. No. 1370PL. .$57.45 1473PL $o14s | 


Grained wainut, mahogany or knotty pine finish $12.50 additi: 


Prices slightly higher 'n Texas, Colorado and West of the Rockie 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 





SEND FOR.COLE’S LATEST CATALO 








Brand New Features 


in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


offers compact department key ar- 

rangement for added control benefits 
Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge. 
received on account, paid out amounts 
and more... high-efficiency adding ma- 
chine as well 






Model X-61 


VICTOR SELECT-O-MATIC 
ADDING MACHINE gives you 


totals, subtotals automatically 

Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub- 
totals from add bar automatically. or 
use regular dual total key. or inter- 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 
keyboard. 





Model 70-85-54 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 

automatic credit balance 
Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated. 


Write today for free trial of any of these Model 6-83-54 


famous machines. Dealer franchises available. 


VICTOR ADDING MACHINE CO. chicago 18, illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Electronic Equipment, Electri-Cars 
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New uses for punch cards! 


You may not want to paper your walls 
with punch cards, but it’s getting to the 
point these days where you can use ’em 
for practically everything else. The new 
Cummins Carditioner now makes it 
feasible to put time clock cards, payroll 
checks, dividend checks, money orders, 
proxies, bonds—a whole host of things— 
on punch cards. 

Heretofore, it was impracticable to 
use punch cards in many instances be 
cause of the cost and bother resulting 
from damaged cards. Rumpled edges, 
creases, staples, paper clips, cellophane 
tape—all caused no end of trouble, 
jammed sorting machines, required 





IN BUSINESS AND BANKS 





SINCE 1887 


UMMINS 


costly, time- wasting hand sorting 

But the new Cummins Carditioner 
puts an end to all this. It “irons out” 
rumpled punch cards, restoring them to 
usable condition. And it rejects those 
with foreign objects attached—all at the 
rate of 275 cards per minute! It vir 
tually eliminates hand sorting, does 
away with any chance for human error, 
gets jobs done faster, better 

For full information on this amazing 
new machine that makes punch cards 
practicable, mail coupon below 





CUMMINS BUSINESS MACHINES 

Division of Cummins-Chicago Corp 

Dept. O-25, 4740 N. Ravenswood Ave., Chicago 40, Ill. 
Please send me full information on Cummins Carditioners 


Name 


Name of Business 


Cummins Business Machines 
soles and service offices 
in principal cities 

City 
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Address of Business 


Stote 


















H. M. Storms is ONE stop for everything 
At Storms you'll find hundreds of items 





in stock to take care of your imme- 













diate needs... or made up to your spe- ° 
Pencil 


Carbons 


cial requirements at short notice 

Do as other satisfied dealers have 
done for almost 50 years depend 
upon Storms for the finest Carbon Paper, 
Carbon Rolls and Inked Ribbons 





















Machine Special 
Ribbons Ribbons 





Typewriter Special 
Ribbons MMA acme Carbons 
STORMS ia 
SERVICE BUREAU arbons 


The Storms Service Bureou is 
reedy to help you with speciol 
epplicetions of carbon poper 
inked ribbons ond corbon rolls 
You ore invited to consult with 
Storms ony time you get such re 
quests from your customers. No 
obligation, of course 












Ready ter yew j { 

1955 Sormes Cot- j Storms Building, Brooklyn 38, N. Y i 

oF eich a | Gentlemen: We are interested in the Storms Private Brand Program 1 

to hundreds of j C Please send us complete information and samples i 

Ny Wome. Weite for jO We would like a copy of your new 1955 Catalog i 
yeur cepy TOOAY! 

" | Nome 1 

1 Company Nome l 

1 Address i 

t City Zone State 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 


18 Tue Orrice—February, 1955 





‘Archimedes 
*) Lizenz 











HEINRICH DIEHL GMBH. RECHENMASCHINENFABRIK 
NURNBERG STEPHANSTRASSE 49. TEL. 4911 
WESTERN GERMANY 











Yuu Ct sell 


BUSINESS FORMS 









billed to you 
your label 


Stationers can and do sell business forms 





at a profit... the easiest way is the 
Hano way .. . a complete line of Continuous 
and Snap-a-part Forms . . . with full 
Dealer protection. 
This colorful 8-page Hano Forms carry your imprint, are 
folder shows the com- shipped under your label and billed to 
a You will find new profits in thi 
Business Systems .. . ~ "os P a 
including Snap-a-parts, top-quality line . . . no headaches! Like 
Continuous Carbon, other Hano Dealers, you'll keep your 
- a Specialized Forms Business away from 
Antiiahiaanaaai te competition. NOW is the time to start... 
establiched Stationers look into a Hano Dealership. 


in the South, South- 
west and Midwest. 






General and Sales Offices: 
HOLYOKE, MASSACHUSETTS 


Werehouse ond Branch Plant: 


MT. OLIVE, ILLINOIS 
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WESTERN GERMANY 


















anew concept of 
. cash register design 


If there is one cash register which fully meets the performance and 





budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register ur iding 
machine a bookkeeping machine it is ideally suited for the 
multiple functions of cash protection, cash-cre < i general 
figurework. Sturdy, precision-built, soft-spoken rtually 
maintenance-free! And note the Regna’s trim, rounded styling 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 


the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 
cases in green, ivory and maroon, 





Regna can print double cash receipts Visible item indication shows clerk New square-shaped “sculptured” keys 
(one for store, one for customer) and customer individual itents, tota are far easier and faster to operate 
A complete stock of Regna Electrica and hand 
part ‘ Y hed § 
enter } igl [ > r 4 u 


———_—_—_———— oO | TT 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 
Gentlemen 


Please send details and prices on the Regna Deluxe Cash Register 


plus information about becoming a Regna dealer 


Name 





“s Company 
King St. W., Toronto, Ont 
OUTSIDE CONTINENTAL U.S Jorgen 53 | City Zone State 
Lien, Box 507, Bergen, Norway 
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Gmeads Filles ate mugged 
ond, built 40 corny the Load 


Ask your stationer to show you the modern fabricated by us .. . or write for a free 
sample of this new long-wearing finish. 


. R 7 THE SMEAD MANUFACTURING CO., INC. 
like wear resistant material ... created and HASTINGS, MINNESOTA + LOGAN, OHIO 


filing containers made in the new leather- 
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try duplicating this... 


now you can RENT 
the world’s foremost 
duplicating system 





for as low as 
$7.50 a month 


For just pennies a day, you can 
install a com} lete, modern 

OLD TOWN Spirit Duplicating 
System in your office. You can 
rent one, a dozen or more of 
these precision-engineered 
Spirit Duplicators with no 
capital investment necessary. 
Even before you rent, you can 
have a 10-Day Free Trial... 
to prove for yourself how the 
versatile OLD TOWN Duplicator cuts 
paper work and saves both time 
and money. You'll find hundreds 
of applications — from sales 
letters, bulletins and reports 

to simplified billing and 

control systems — make all 

the copies you need of 
everything you can type, write 
or draw in 1 to 6 colors. 

Your old machine? Trade it in. 
That antiquated “smudge pot” 
is still worth money. Trade 

it in on the new OLD TOWN 
Duplicator. 

Get all the facts on OLD TOWN’S 


remarkable rental plan. Mail the coupon NOW! 


World's foremost 
maker of carbons 
ribbons, duplicato 
trade-in 
, CORPORATION ; addre 
and supplies Present duplicator 


You may arrange a FREE Tria City 























gL VINCIBLEsosseeceee TRE 





More style, more business-engineered 
features — built-in for the years to come 
Handsome Invincible desks give you greater 
office efficiency —through outstanding “Business & 
Engineered” features like adjustable height, non 

glare top, smooth operating drawers on nylon 
glides and super-rigid construction. Available 

in 107 different sizes and models. You can choose 

one that’s perfectly suited to your own require 
ments. See the feature-packed Invincible line at 
your dealer's today. 


INVINCIBI i} METAL FURNITURE COMPANY 
l | ) 4k MANITOWOC, WISCONSIN 


In Canada: A. R. Davey Company Limited, Factory Representative, 175 Bedford Road, Toronto 5, Canada 


Set the pace for better business living 


reppnae e  e  oSRREan iemminatins SERRE 0 rs af 
= — = eh] 
J i iw = ~ 
Executive desk Drop shelf typewriter desk Fixed bed typewriter desk 
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You May arrange a4 FREE Iria 


~~ 





The Olivetti Automatic Carriage Printing Calculator auto- 
matically calculates and prints desired figures on record-forms, 
moving automatically to the proper columns. Can perform 21 sep 
arate operations automatically in desired sequence; the sequence 
can be quickly changed. With platen split, it also prints on tape 
Write Dept. EK, Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36, N. Y. 
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NEW SURE-RITE | ‘-'/ |! 3ypE CLEANER 


~ 


CLEANS TYPE LIKE NEW IN 9 SECONDS! 





7 





This is on vwunretouched photo of the dirty With the new Sure Rite Jet Stream Type 


mode by dirty typewriter type Cleoner, the mess of cleaning is eliminated 
mokes dirty correspondence yer The Jet Stream ceroso!l bomb does the work 
kes the mess ond stained honds like mogic n only nine seconds the dirt is t 


dissolved by the secret fluid, without splotter 





th ordinery cleoners 


or mess 





wit wT 


STATIC | 


Gimina: 
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This photo shows how the type literolly shines Sure-Rite onnounces three wonderful new 

with cleonliness—even the crevices ore clean! oeroso! products, the omazingly fast, non 

Silicones in the fluid form a micro-thin film splotter Jet Stream Type Cleoner, Jet Stream { 

to prevent the collection of ink ond dirt on Hond Cleaner (with lanolin) ond Jet Stream | 

the type, moking repeot cleonings quicker Static Eliminotor. Try these products todoy ’ 

ond easier for speed ond cleonliness i 
= — — — “ . ——E———EE 

Er EE 


A line of cerosol products. They ore magic door openers that your 
men can use to make additionol sales. Every one 
4 is © profit maker itself, Get these profit increasers now! 
- \ 


» JO. 
2714 WALNUT STREET + DENVER, COLORADO 
Manvtocterers of the tomeous Sure-Rite, Green fye-txe Film Stencil with the Patented Red-Dot Seal Tobe. 
in the Midwest, call your locol Ponoma-Beover mon—shwoys @ live wire © In the Eost, coll Trufite inc, 116 Brood St, New York City. 
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New 
MARATHON The unpleasant stain and smear that 


once was the trademark of hectograph 


BLACK spirit duplicating is rapidly becoming 


a thing of the past—thanks to 
HECTO MASTERS Columbia research and development 
New, Black Marathon Ready-Master 
Units are clean—clean because 
are Columbia's exclusive ink does not 
blossom” on contact with the skin— 
clean clean because protective Supercoating 
aia covers carbon surface and all edges 
Yes, the results you can obtain from 
Marathon Black Ready-Master Units 
SEE / will prove how much Columbia 
fas ; engineering has advanced the quality 
of hectograph duplicating 


If you've been using ordinary purple 
masters and have been tempted to 
scrap your spirit duplicating equipment 
in favor of some tricky new process— 
don't do it unul you have tried 
Marathon Black Units. You'll get 
cleanliness and quality you would 
never dare hope for from ordinary 
masters. Use the coupon below attached 
to your business letterhead to obtain 
your copy of the Free booklet, a, 
Quality Duplicating With & 


Hectograph 


ee ee cee ee ee ee ee ee ee ee ee eee ee 


COLUMBIA RIBBON AND CARBON Mec. Co., INC 
952 Herb Hill Road, Glen Cove, N.Y 


Send booklet 
Quality Duplicating With Hectograph 














Zone 
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4{UTOMATIC SELLING by G. R. Schreiber. John 
Wiley & Soms, 440 Fourth Ave., New York 16 
195 pp., $5 


Three million 


billions worth 
present rate 
louble withi 
book tells whe products 
machines, the irkets the 


can open, machine limitations 


ment possibilities, and how far 


ean replace salespersons 


HANDBOOK OF MODERN ACCOUNTING 
THEORY edited by Morton Backer, Prentice 
Hall, Inc., 70 Fifth Ave., New York 11, 620 


pp., $9.25. 


Qur times have produced 
ple problems for aceounta 
has arisen a diversity Ot 
how these difficulties car 
torily overeome, In this book, 
fessors and practitioners of accountan 
discuss the major areas of controversy 
and evaluate the merits of proposed 
solutions. The book 18 ntended to bh 
provocative and stimulating 
informative. As a college tex 
vides students with a look 
the broader aspects of snecount 
grows in Importance n our 


society. 


PROCEEDINGS OF THE 18TH ANNUAL NA 
TIONAL TIME & MOTION STUDY CLINIC 
Industrial Management Society, 33 E. Wacker 
Drive, Chicago 1, 176 pp., 35 


( omplete transcripts 
iustrations, o 
ion economy, methods, 


waye neentives, ot 


human relations 
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WALL-RACK 














t 

Wasted wall space goes to work with 

the Evans WALL-RACK. 

Desk tops become uncluttered, because 

reference papers, charts, price lists 

catalogs, etc. can be put in the WALL 

RACK, ready for instant use 

Mailing Room handles distribution of 

incoming outgoing or inter office mail 

faster 

All aluminum, Evans WALL-RACK fas 

tens securely to an otherwise unused 

wall. Light weight, yet durable, holds 

over 40 Ibs 

double hanging frame and drive nails 
6-Section size $11.00 
12-Section size 18.50 


Also 4'' width—6é or 12 sections—at above 
prices 


Made by Makers of the Famous 
Evans GATHERING RACKS 


See Your Dealer or Write 
EVANS SPECIALTY CO., INC. 


403 N. Munford St 
Richmond 20, Virginia 


Comes complete with 
if 

















BETTER BUSINESS METHODS 











For Greater Profits 
Through Lower Costs 





FILMSORT”...FOR INSTANTLY 
ACCESSIBLE MICROFILMED RECORDS! 





Filmsort places microfilmed rec- 
ords in a clear transparent jacket, 
or seals them in a standard filing 
card. One 8” x 5” jacket holds 100 
records. Jackets stack 25 to 40 to 
the inch. In one inch you store 
2500 to 4000 records! 

» Filmsort Aperture Cards hold 
microfilmed in a die-cut 
window. Microfilmed drawings 
24” x 36” can be filed on one 5” x 3” 
card! Sealed in Remington Rand 
punched cards, microfilmed rec- 
ords can be processed electroni- 
cally at up to 800 per minute. 

Our Business Services Depart- 
ments, or your personnel can 
process your records for Filmsort. 
In one instance, BSD saved 75% 
of Personnel Records space. 

With Filmsort you can concen- 
trate and file all microfilmed rec- 
ords on one subject, in one or 
more, instantly accessible jackets. 
Circle F375 for more information. 

FREE SERVICE OFFER 
Poor condition of office equipment 
means loss of production and 
profit dollars. Regular inspections 


records 


60 





and servicing by a Remington 
Rand Service Expert protects 
your profits. 

Get a free inspection and de- 
scription of our Four Way Protec- 
tion Plan for business equipment. 
Plan includes: (1) Regular inspec- 
tions (2) Cleaning, oiling and ad- 
justing (3) Free supply and instal- 
lation of parts (4) Free emergency 
service! Circle M-2. 

PRINT LISTS CHEAPER! 
Flexoprint eliminates cost of 
typesetting lists. Your typist 
maintains collated, proofread lists 

.always ready for the printer! 

It’s easy. Typist transcribes in- 
formation to card—slips it onto 
the Flexoprint panel in position. 
Printer makes offset plate directly 
from panel. NO typesetting costs, 
proofreading or special help to 
assemble list. Once set-up, lists 
can be published more frequently 

.at less cost. 


ATTACH CARD TO 

FLEXOPRINT PANEL 
— YOUR LIST IS 

READY FOR PRINTER 






. ~~ € 
+ Room 1220, 315 Fourth Ave., New York 10 ; 
; Please send me FREE literature - 
; circled below. 4 
' Name 4 
; Firm ‘ 
; Address ‘ 
City Zone State - 
bennndnccdensansesasssnensuecarseeueen oun 
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Converting to Shelf Files... 
...and from Numeric to 
Terminal Digit Filing 


L. E. GRIFFITH. The Hospital Care Association, Inc., Durham, N. C. 


Hk disadvantage s of consecutive or 


straight numeric filing have caused 


many companies tO convert TO a 


Many 


terminal 


terminal digit) svstem more 
ould convert to the digit 


method 
plivsical 
prese nts. 


were It not for the 
difficulties such a 
Our purpose 


apparent 
conversion 
he re 1s to outline 


the advantages a terminal digit system 


and deseribe a procedure by which con 


version may be etfeeted simply and 
‘ conomically. 
Practically all 


familiar 


othiee workers are 
CoOnseCcUTIVvVeEG OT 
which the 


=i I et 


with straight 


numeric filing, in material 1s 
arranged in 


from the figure 1 up 


numeric sequence 
Numbers are as 
signed to new they oceeur 
The have the highest 
numbers and are always placed at the 
open end ot the system Usually there 
is some form otf alphabetic key to the 


records nS 


newest reeords 


Fig. |. Folders in numeric order. 
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numerically 
shows tolders 
Sequence 

In terrainal digit numer 
material is arranged first 
final two digits, then by 
digits (reading 
finally by 


trom 
the t! ird two 
trom the right rroup 
are known as Secondar' 
and tertiary groups 

accommodates one m 

general rule, the number 


in the primary, secondary 
groups are determined by the 
range ot the eri ol 


1 ¥ 


UMmpDe! 


tem is designe 


‘) WMCCOMMOG 
with consecutive numerie filn 


usually some form of 
the numerically orde 
shows folders arr: 


SEC UE rice 


Fig. 2. Folders in terminal digit order 








<— +61q jeususey 


There are two basic differences be 
twee! he 1 ( tems the WAVS i! 
Which the mbers are read and used 
ind the ! While material 1s as 
embled ! ryinne Ol helving. Here 

how a figure number would be 
read and used both consecutive 
numene and terminal digit systems 
Consecutive Numeric Terminal Digit 

—_— = —— 

03 47 26 03 47 26 

‘ ' 

‘ j 
‘ ‘ 
Fig. 3. 

The advantage ot a terminal digit 
ystem are 

1. The whole filing system is in use 
and not just one end of if This allows 
equal distribution of the work load. It 
is possible to allocate an equal amount 
ot work to eae} person by giving pel 
sonnel an equal number of divisions to 


mainta 


yA W orking 


com 


litions are improved 


by the distribution of personnel equally 


over the 


worl ing’ area. 


Clerks are not 


crowded together at ome end ol the Sys 








tem. 
Consecutive Numeric — 

| 00;01 O02 03 04 O05 06 O07 08 09 | 
10791 )12) 13) 14) 15 | 16117) 16) 19 
10} 21 | 22 | 23 | 24) 25 | 26 | 27/| 26 | 29 
30{;31 32 33 34 355 36 357 38 39 
40; 41 42 43 44 45 46 47 46 49 

| 30} 51 | 52) 53) 54) 55 | 56 | 57 | 58 | 59 
60 | 61 | 62 63 64 65 66 67 68 69 
70 | 71 | 72) 73 | 74 | 75 | 76 77 #76 79 
80/61 82 63 84 85 86 87 | 66 | 89 

thed $1 92 | 95 94 95 96 | 97 | 98 99 








62 


Fig. 4. 





the 
the 


3. Gaps in numbering sequence 
fre 


do not affeet system. Gaps 


quently cause inconvenience In a 


secutive numeric system. 


$4. It is 


and refile 
j 


and taste locate 


] 


tolde rs 


easier r to 


individual in a ter 


minal digit system 


and 


5. It is 


simple 


possible to install main 

check to 
By a glance at any 
the 


i! a color Sy stem 
mis-filing 
ele rks 


folders belonging 


minimize 


primary division, are sure 11 


division contains only 

to it The scope of search for a mis 

filed folder is narrowed very quickly. 
6. Sorting operations, prior to re 

filing, are easier by the terminal digit 


method 
7. Provided that the 
properly designed and installed, with a 


system has been 


necessary allowance for growth, all see 


tions will expand uniformly. Back 
shifting of files, a common periodic 
nuisance with consecutive numeric 


filing, is eliminated 


8. The arrangement 1s 


the 


guide very 


simple and = once installation has 


heen set up no further guide cards need 


be added. 

When the decision to convert to a 
terminal digit system has been made, 
responsibilty for the task should be 
given to one person and that person 


should be given a free hand in plan 
earrying the job through to 
Unless there is one leader 
divided and 
will result in a 
uneconomical and badly ex 
In converting a system of 
any size given time schedule it 1s 
often necessary to bring in help from 
To avoid difficulties 
between of similar rank, a 
proper understanding on the question 


and 
completion. 
only 

responsibility 


ning 
and counsel 
divided 
sloppy, 
ecute d job. 


one, 


on a 


other departments 


persons 


of leadership is essential. 

In supervisor for the 
work, management should pick a man 
with the drive to get things done. He 


selecting a 


should be capable of jollying people 
along through long tedious undertak- 
ings without slackening effort. He 


should have sufficient personal appeal 
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to make the undertaking an “adventure” 
rather than what it is, a long and rather 
back-breaking grind. The 
man at the supervisor level may not be 
the most suitable Similarly the 
person in charge of the filing or records 
department may be unsuitable. 

Assume that the man chosen to supe! 
vise the work has known all the 
agement preliminaries which have led to 
He will know 
the details of the present filing system 
and be aware of the time, space, equip 

staff available for the con 
Probably he will visit and in 


most senior 


one. 


man 


the decision to convert. 


and 
version. 


ment 


spect a terminal digit system in a com 
pany similar in size and purpose to his 
own. Unless he can visualize the end 
result and the 
achieve it, he would be 
postponement until any 
have been made good. 
The following rules, in 
govern the whole conversion 
l. Even if the job has to be 
doned or postponed a third or half-way 
through for reasons entirely unforeseen, 
the procedure must have 
ranged to allow for the finding of any 
given data without the institution of a 
Otherwise, in all stages it must 


stages necessary to 
wise to advise 


deficit neies 


general, 
program : 


aban 


heen so ar 


search, 
be possible to find any document by 
either following the old 
following the neu 
bination of both). 
2. The conversion system must be 
sufficiently flexible so that it does not 
undue inconvenience to the run 
ning of the business during the actual 
conversion. Usually it will be impossible 
to complete the conversion in one week 
end. The duration of the conversion 
will vary according to the size of the 
job and many other related factors. It 
may take one or several weekends. 


system or by 


system (or a com 


cause 


3. Onee the changeover has started, 


see that it is completed in the shortest 
Towards the end of the 
work there will be a tendency to leave 
the unfinished remainder in the hands 
of records personnel. This may cripple 
the records department for a consider 


possible time. 
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able time 
4. At appropriate there 
should be tidy-up periods when all loose 


stages, 


material is rounded up and disposed of 


properly. Loose papers, possibly falling 


out of folders, should be gathered to 
gether and held under strict control. At 
the end otf the total during 
intermediate stages, 


properly refiled 


iob, or 


they should he 


The only realistic way to present de 
procedure is to 
history. Our 


tails of a conversion 
relate it to an actual case 
existing system consisted of approxi 
125,000 active and inactive cor 

folders 85.000 
$0,000 inactive) 


of five-drawer 


mately 
respondence (about 
and housed in 
banks 
each 
itself 
no duplication in the 


active 
four 
nets: 


filing cabi 
“4 parate ly 
There 


numbering 


bank numbered 


and in a separate system. 


Was 
and, in practice, we considered the four 
as one system having large li unbering 
yaps. 
Kach 
LA sr 


»s x DD 


folder related to a 
card housed in one alphabetical 
system. The ecards 
corresponding to the 
folders. folders 
were keyed to 5” x 3” alphabetical 
The alphabet 
served as a finder for the 
ordered folders. Klsewhere 
we had tabulating cards containing both 


active was 


carried numbers 
numbers on the 
Both active and inactive 


name and address cards 
eal index 
numerically 
names and corresponding numbers of 
all the active folders. 

both 


ecards and the correspond 


Our problem was to reorganize 
the 8” x 5” 
ence folders into two separate identical 
terminal digit systems. Inactive folders, 
to which there were no corresponding 
application cards, we proposed to a1 
range in terminal digit 
rate though related sections of our 
filing equipment 
cards were arranged alphabetically in a 


order in s¢ pa 


new 


rv 


Our inactive 8” x 5 


separate inactive system. We did not 
propose to do anything with this 
during the total 
but deal with it later as a 
operation if we then 
worthwhile to retain inactive cards 


system 
conversion operation 
separats 


considered — it 





























ONE SHELVING UNIT 


INACTIVE 









a — a ) MISFILE 
x r 4 | _—_—— COLOR 
, oo ) _+ 4] ; SYSTEM 
NUMBERS L 
OF FOLBEAS 90 AT ea ACTIVE 
ALL END wll e 
IN 00 GROovPSs j 
TERMINAL Dicil 
v 
j INACTIVE 
ji 
“ils 
NUMBERS 
OF FOLDERS | 
ALL END | 
IN Of 
(or a 
“ 
o£. 
NS ‘ 
I Fig. 5. 

We decided to house the correspond units and the numbering layout we 
ence folders in shelving units. We re followed. Our shelving units are con 
quired some 50 shelving units each hay structed so that the two top and the 
Ing eight shelves Wi proposed toy USE two bottom shelves are covered with 
four of the shelves for the active folders metal doors which can be lowered to 
in each unit and the remaining four the next shelves, uncovering any wanted 
for the inactive folders. We had sut folder in a covered section The doors 
ficient accommodation for about 100,000 remain suspended over the lower shelt 
folders in the active shelves and about until replaced The door of the = shelt 
the same accommodation tor the in nearest the floor rests on the floor when 
ACTIVE folders. Active folders would the bottom shelf is uncovered Label 
number about 85,000 and = inactive holders are provided on all doors. Units 
folders about 40,000, Thus we left spac by Visi-Shelf File, Inc., New York 
for a further 15,000 active folders and Each shelf is divided into five com 
an additional 60,000 inactive folders partments by rigid metal dividers run 
By slight adjustments we could accom ning in tracks on the underside of the 
modate up to 150,000 active folders in shelf above. Each divider is slotted to 
the 50 shelving units if we limited in retain and hold the loose end of the 
active folders to 50,000 cloth tape attached to the special 

Fig. 5 shows the first three shelving type guide card signalling the particu 





< 


-E 


The completely converted records department of the Hospital Care Association, Durham, N. C. 


Records of some 260,000 Blue Cross members are housed in Visi-Shelf Files, 


order corresponding to the 
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in terminal digit 
application cards in the tub files. 











CLOTH TAPE 


CLOTH ‘ 6 
FASTENED 1 
TO GUIDE | 
= POCKETS OR 
TRACER OR ( ARDS 
Fig. 6. 
lar d ol \\ of the unit are 
umn ! lotted to hold the tape ol 
the final guide ears on the helve The 
tapes can be shortened or lengthened 
as required. The purpose of the tap 
to splay the folders ot ! one d 
Vision © that they may the read more 
CASI The guide eard of the divisior 
eoneerned 1s pulled forward so that the 


folders following the guide are fanned 
out The details of a guide eard are 
hown in | yy. Pocket ine provided 
in the ouicde lor the insertion of out or 
tracer card 
We decided TO Use thie Pour center 
shelves for our active records. The two 
uppermost helve eontain active 
folder Ol our primary gvroup The 
lower two shelves contain active folders 
of the next primary group and so ot 
throughout the system As we knew 
from our calculations that two shelves 


© hold hoth active 
primary 
nearest 


ove! flow 


would be insufficient 
and inactive folders of anv one 
group, we } Janned to use tl 

covered shelf to hold the 
procedure catered to 


Irom the 


Our changeover 


separating the active inactive 
part o! 


folders and it 


records as our final cheek on 


the ordering of was at 
this 


active folders of 


proposed to rearrange al 
primary 
on the proper active shelves and the u 


Stage we 


any one YTOUD 


active folders on the inactive shelves 


Taking one active primary group of 


two shelves, we divided it into ten 
divisions by guide ecards and dividers 


represented ten of the 
The label tabs of the 
were 00-09, 


Each division 
secondary groups 


] ] 


ten guide cards numbered: 


66 


60-69, 


basis of 


10-49, 50-59. 


90-99 On the 


10-19, 20-29, 30-39, 

(0-79, 80-89, 

5,000 active folders we knew that we 

approx folders 
j 


ex pect mately 85 


n each seeondarv division: 85,000 
folders to be accommodated in. active 
ection, divided by 100 primary groups, 
S50 folders to each primary group. 


Divided by the number of guide cards 


ecard flagging up 10 secondary 


® folders per ten secondary 


(eacn 
g<TOUpS Pr 


groups 


Within each secondary group we 
knew there would be eight or nine 
tolders. Similarly in the inactive sec 
tion we knew we could expect a hout 
four tolders in each secondary group 


Pecause our tolders are not very bulky 


e estimated that we could accommo 


date about 450 to 500 folders on each 
helt This of course will vary from 
nstallation to installation and 1s im 


calculating 


probable require 
bulk ol the 


+ 


portant in 


ments The actual averayve 


individual tolders cannot be guessed a 


: 
It must be calculated, allowing for re: 


onable margins on the less favorable 
side 

About 100 transter drawers wer 
used tor the intermediate stages of the 
worl \s the job proceeded we found 


that we had an insufficient number for 
used 


filing 


our purpose ( onsequently we 


original 


the drawers from the 
available 


numbered all 


cabinets as they pecarme 


A small team the guide 


ecard tabs and inserted them in the 
guide cards. This team then arranged 
all the guide cards in their proper 


places in the shelving units. Labels wer 

transter drawers tor 
blackboard was 
purposes. Apart trom 
the blackboard, the chalk 
came in handy in marking the floor to 
show the filing 


used to number the 
control purposes A 
used tor control 
its use with 


groupings of the eabi 


nets being worked by the individual 
operators. For repair, we used Seotch 
tape, old folders, scissors, ete. The old 
folders were torn in half and used 

being numbered appropriately ) 


(after 
as dividers and guides in the transition 


stages 
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\ pace problem « sted because we At later meetings the tall were 
were Ortunate, at the time, ot com formed of the teams to which they had 
rience , development ot ar empty wing heen allocated The different kinds oft 
if ir building The records depart work were explained \s the emphasis 

ent new location ws n tl wing moved trom stage to stage, the tean 

COMSeGUCHTL Ve had ample space were broken down and members moved 
ch to set up the new equip to other operation Tr thie nitial 

ent ‘| necommnodate all thi old staves the stath were organized ito the 
@qyuipment, tables, ete., during the following teams with team leader 
hangeoves Phe total area used was Team 1. Litting folders from the five 
pproximately 1600 sq. 11 drawer filing cabinets 

Bee: ( ‘ Vere anxiou th complete Team 2. Collecting and tral ler ol 
( OD a OO § possible, we deeided lifted folde rs, placing them i numbered 
to dety the adave that “too manv cooks transter drawers Also responsible for 
poil the broth.” We worked on the the control and numbering of the trans 
principle that “many hands make light fer drawers. 

ork.’ severul weeks hetore oul Team 3 Transporting neavy cabinets, 
cheduled changeover date we held a full transfer drawers and the like. Two 
t meeting The program was d it the male supervisory staff volur 
scribed briefl and 4a volunteer stall teered tor this work and were assisted 
recy ted Tor weekend wort} Proposed hy the janitor, another volunteer 
VOrRINg Nours, overtime pavments and Team 4 \ssembly staff checked all 
milar consideration vere covered in files for correct terminal digit sequences 
ae; List Ol the staff available on and separated active from nactive 
Cac! li ‘ The everal weekend Wer’ folder Karher th feu Wa part ol 
arawh up Team 1. 











Open Shelf Files, made by Neubauer Shelf files are used in many European offices. These 
Mfg. Co., in Minneapolis office of are Vetro Lateral hanging files made by Rud. Fiirrer 
Hardware Mutuals. Sons Ltd., Zurich 
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Team 5 Tabbing and guide card staf! decided on the Monday rollowilng 
numbered all guide card tabs, inserted second weekend to divert many oO 
hem in the guides and arranged guides the staff as possible to the completiot 
and metal dividers in the shelving units. of the task 

Team 6. Stackers stacked folders in 1. Cleaning up of unre na 
shelving in proper sequence, Karlier terial, Even after our tidying up stage 
this team was part of Team 1 we found we had a number of unre 

Team 7. Loose-end staff arranged and solved) discrepances to clear up: 400 
ook care of material dislodged trom the Cases All were cleared within ten da 

un dine operations. without either overtime or mi 

In the first stage of the operation operation We outlined a procedure 
leams 2. 3, 7 and 8 only consisted of and circularized it to all departments so 

@ person Practically all the staff at the unresolved cases were clear a 
that time tormed Team 1 The total routine wa) 

, stalf engaged varied but on. the Exeluding phases 1 and 4 above, the 

era’ were 0) oirls and tour total operator took Wy Perse evel 
en avi each dav the conversion davs, with an average working di ( 

In progress All girls working 10 hours; or some 2450 manhout 
throughout an entire weekend ceased We selected helving lor the ola 
vork bhetore 1:50 on Sunday We svstem because of the savu f floor 
vanted the staff alive and active on space, no pulling and pusl 
Monday morning drawers, all index = tab are read 

We divided the total undertaking into — visible, and the condition of the te 
Pour mam phase These were fi fol cenerally Is HIWAVS apparent 
OWS We gave considerable attention te 

] Preparation of a terminal diagit good work ng eonditior dur the 
reaister from tabulating cards for al COnVersior program Shor collor 
active Case This register was prepared breaks, reeorded music and the k« 
luring a weekend operation by the stall were found to re excellent bo? ( 

the machine accounting department builder provided they are kept undes 

2, Conversion of the 8” a cards to control \ctive participation ( ( 
terminal digit order. With an average male supervisory staff from other «ce 
staff of 30 girls we completed this con partments, frequently doi thie ‘ 
version in one weekend. Had we several litting work, added materially ft thre 
leal sorters, our work in this operation general feeling that we ere f 
could have been cut down considerably together 
The 8% x 5” eard conversion took place Ler Wwe vill deseri be pret 
one week after the register work de actual stages of the folder conve ‘ 
eribed in 1 above In the intervening The 8” Y” ecard conversi tollowes 
eek il] changes to the composition Ol basically the Hine patter eu ‘ 
trie revistelr were noted The eaurd the allowanes that Wé ere eh 
terminal aigit system Was checked from an alphabetical ten ! 7 

inst the register Disagreements from # numerie tem. | 7 ( 
ere noted on a special form for resolu the general layout of the equipment 
tion in the normal course of busine talf during the operatio thie 
The final 8% x 5” ecard terminal digit does not show each filing cabinet ! 
stem was housed in custom made oper fer drawer and shelving unit more 
tity Tile han if shows the position of « I 
ence folders to terminal digit sequen purposes in the deseript 
We almost completed this in two week low 
nut te short by one day vor} ‘ ‘ Lifting operator ere 
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ALL 


CON ARE NOT ALIKE! 


PAPERS 


CARBON PAPERS differ in their specific qualities, such as 
light and heavy inking, etc. More important, they differ greatly 
in intrinsic quality. Some carbon papers cost less to buy—but 
cost more to use. Those are the carbons hard to handle; 
produce weak, smeary copies and wear out too quickly 


When you buy the best intrinsic quality, you get the best in 
specific qualities. That’s why HERMETITE NON-SLIP 
PROCESSED CARBON PAPERS are the choice of cost 
conscious executives HERMETITE NON-SLIP PROC 
ESSED CARBON PAPERS reduce handling time, produce 


perfect copies and wear longer even on electric typewriters 


You can prove this yourself. Write one of the following manu 
facturers for HERMETITE NON-SLIP PROCESSED 
CARBON PAPERS: 


HERMETITE CORPORATION 
CARLSTADT ° NEW JERSEY 
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One of over 1500 installations in practical operation for 
several years showing a combination of open and closed 
units, Units may be installed entirely open without doors 
depending upon specific needs, or completely closed with 
drop doors, an exclusive patented feature of VISI-SHELF. 


Reports from over 1500 
installations now in use 
throughout the United 
States and Canada have 
shown that VISI-SHELF 

(1) increases the speed 
of filing by as much as 
50%; 

(2) reduces error fac- 
tors to a minimum; 

(3) that its effortless 
ease of operation pro- 
motes employee morale 
and efficiency. 

VISI-SHELF not only 
saves on the cost of valu- 
able floor space by as 
much as 60% but is in- 
stalled at a fractional cost 
of conventional filing 
cabinets. 

VISI-SHELF has proved 
to be the most economical 
and practical device ever 
developed in the field of 
record filing. 





NOT THIS.... 
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_CARLSTADT * NEW JERSEY 








the record filing system that speeds filing operations, 
saves over 60°, of floor space and costs so much less 
than conventional filing cabinets — suitable for all 
methods of indexing including TERMINAL DIGIT. 
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VISI-SHELF 





ing capacity or an 

space occupied. Over es 

twice as many records cu 

can be filed in the ge 

coyme tlonor are Ss 
\ ad 





% 
> 





ry 





VISI-SHELF FILE Inc., 105 Reade St., New York 7, N. Y. 


VISI-SHELF interests me. Please send, without obliga- 
' tion, full information about this time, space and money 
WMH i saving record filing system. 






Name 
Company 


Address 





City Zone State 
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OMAC’s 
Annual Seminar 
and Business 


Show Opens 
Feb. 28 


TOM the theme word of the 13t) 

Annual Seminar and Business Show, 

sponsored — by thie (othhes Manage 
ment Assn. of Chicago and Northwest 
ern University, which will be held at the 
Conrad Hiltor Hotel, Chieago, tron 
February 28 to March 2. Here the word 
“atom” sienifies Alerting Today’s ()thee 
Manager and seminar discussions fall 
into tour “atomic” divisions: Automa 
tion, Techy ques, Orvanization, Man 


avemetnt 


The Kevnote addres ol Monday. 


February 25, \“W be delive red at the 
opening luncheon meeting by John W 
Evers, president, Commonwealth Edisor 


(o., who will explain what Ls expected 
ol olice manavement by the top execu 
live ola company. Monday alternoot! 

session will hear trom Robert A. Fer 


yusson, president, Rust-oleum Corp. ol 











ee Inahnager can 


management levels. 


tomatic account 


persone 1, proce 


hye supplied by 
Jr. of Arthur An 
norning session on 
That altternoon, 


ered by two speak 


it Standard Reg 
Ht. Healy of Peat, 
in The first vill 


rr wort IMM prove 


mad cost reduction 
iTlOns riore Com 
eover scehedaul 
neentives and 
appled to 


OMAC Seminar and 
Business Show Gen- 
eral Chairman, Al- 
fred H. Dorstewitz 
with Lorraine Elliott 
(left) Continental 
Can Co., and Ro- 
berta Buffett, Foote 
Cone & Belding. The 
ladies were chosen 
Miss Business Show 
of 1955 and Miss 


Seminar of 1955 


Orrict February, 1955 





OMAC Seminar Program 


MONDAY, FEBRUARY 28 (Noon) 


OMAC WELCOME: L. R. Cuase, President, Office Management Assn. of Chicago. 

NORTHWESTERN UNIVERSITY WELCOME: Dr. A. €. Van Dusen, Vice 
President and Director of Public Relations, Northwestern University. 

TOP MANAGEMENT CHALLENGES OFFICE MANAGEMENT: Joun W. Evers. 
President, Commonwealth Edison Co., and President, Chicago Assn. of Com- 
merce & Industry. 


MONDAY, FEBRUARY 28 (2:30 p.m.) 


WHAT AN OFFICE MANAGER MUST HAVE TO BOOST HIMSELF INTO TOP 
MANAGEMENT: Rosert A. Fercusson, President, Rust-oleum Corp. of Chicago. 


TUESDAY. MARCH 1 (10 a.m.) 


ELECTRIC ACCOUNTING: WHAT IT IS, ITS EFFECT ON PERSONNEL, 
PROCEDURES, COSTS AND REPORTS: Josepu S. Giuicekaur Jr. Partner, 
{rthur Andersen & Co. 


TUESDAY, MARCH 1 (2 p.m.) 


THROUGH SURVEYS AND OTHER TECHNIQUES, HOW TO FIND OUT 
WHAT PROBLEMS NEED ATTENTION: Ben S. Grauam, Director, Methods 
Research, Standard Register Co., Dayton, Ohio. 

HAVING LEARNED THE PROBLEMS, WHAT CAN BE DONE TO EFFECT 
IMPROVEMENTS?: Tuomas H. Hearty, Consultant, Management Controls 
Dept., Peat, Marwick, Mitchell & Co. 


WEDNESDAY. MARCH 2 (10 a.m.) 
APPRAISAL AND DEVELOPMENT PROGRAMS OF ORGANIZATION from 


the viewpoints of a large and a small company: Witttam Bricur, Manager, 
Employee Development Div., Pure Oil Co., Chicago; Puise L. Cocuran, As- 
sistant to the President, Wi. A. Alexander & Co., Chicago 


WEDNESDAY, MARCH 2 (2 p.m.) 


COMMUNICATIONS TO EMPLOYEES: Witson M. Ranck, Industrial Relations 
Staff, American Seating Co., Grand Rapids, Mich. 
WHY SALARY ADMINISTRATION PROGRAMS FAIL AND WHAT TO DO 
ABOUT IT: Dr. Rosert N. McMurry, McMurry, Hamstra & Co., Chicago. 
HABITS AND CONDUCT IN TODAY’S OFFICE: Heten M. MeGraru, Office 
Manager and Assistant Controller, Sears, Roebuck & Co., Chicago. 

FACTORS INFLUENCING EMPLOYEE ATTITUDES: Wenoatt F. Wooo, Super 
visor, Research & Testing, International Harvester Co., Chicago. 

PREPARING EMPLOYEES FOR RETIREMENT: Dr. Roserr K. Burns, Execu 


tive Officer, Industrial Relations Center, University of Chicago. 


WEDNESDAY, MARCH 2 (7 p.m.) 


BANQUET: Toastmaster, Rateu G. Sinn, International President, National Office 
Vanagement Assn. 

FAITH AND FREEDOM: Rev. Winttam H. Arexanper, First Christian Church 
Oklahoma City. 











Exhibitors at the 


Acme Visible Records Inc 
Addressograph-Multigraph Corp 
Air Associates 

Allen Wales Adding Machine Agency 
All Stee! Equipment, inc 

American Automatic Typewriter Co 
American Perforator Co 

American Photocopy Equipment Co 
Art Metal Construction Co 

Bankers Box Co 

E. W. Boehm Co 

Bircher Co 


Charles Brun ng Cc 


Burroughs Corp 

Chart Pak inc 

Chicago Dictating Machine Co 
ncinnati Time Recorder Co 

Clary Multip 

Commercia 

R. Cooper Jr 

Copease Corp 

Copy-Pius Sales 

Ralph C. Coxhe 

A. B. Dick Co 

D ctaphone Cor 

Diebold, Inc 

Ditto, Inc 

Domore Cha 

Duplicopy C« 

Thomas A. Edisor n¢ 

Elliott Address 

Fototype if 

Friden Calculat ng Machine Ce 

GBC Sales & Service, Ir 

Genera Fireproc f ng Ce 

Jos. Ginsburg, Ir 

Gray Audograph Corrs 

Haloid Ce 

Harris-Seybold Cc 

Donovan Hershey Corr 

Heyer Corp 

IHinois Be 
nois Duplicator Cx rp 

International Business Machines Corp 

Johnson Fare Box Cc 


ng Machine Cc 


Telephone Cc 


c 


Jones Commer al High Schoo 
Lee F. Kollie Associaies 
LeFebure Business Systems 
Magne-Dex Sales of Chicago 
Marchant Calculators. Inc 


OMAC Business Show 


Marsha 
Marshal!i-Jackson 
Master Addresser 
McBee Co 
McCaskey Register 
J. Currey Mendes Corp 
Minnesota Mining & Mfg. Co 
Monroe Calculating Machin 
Mosler Safe Co 
Multistamp Chicago Cc 
Muzak, Inc 

Nationa! Blank Book Co 
National Cash Register 
Office Equipment Co. o 
THE OFFICE Magazine 
Office Management 
Olivett Corp of Ame 
Ozalid Division 
Photostat Corp 


cr 


e Co 


Pitney-Bowes, Ir 
Precision Mf Co 
Private-Te te. 
Recordak Corp 


ommun 


Record Controls r 
Remington Rand Ir 
Robertson Photo-Mechanix 
Rol-Dex Div. Watson Mfg. © 
Roya Typewr ter Co 

E.G. Ryan & C 

Scribe Corp 

Shaw-Walker Cc 

Simplex Time Record 
Slattery-B gelow, Inc 
Standard Duplicating Machines 
Standard Manifold é. 

Statistical Tabulating Cx 
Stenograph Cc Machines 
Stivers Office Service 
Robbins & Co 
Temperature Equipment Cory 
Tiffany Stand Co 

Todd Co 

Transo Envelope C 
Triner Sales C 


Tallman 


Underwcod Corr 

Victor Adding Machine Cc 
Weber Addressing Machine C 
Wheeldex-Simpla Chicago C 
Workman Service, In 
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Each is excellent... 
both are Burroughs adding 


machines 


BURROUGHS 
TEN KEY 


BURROUGHS 
DIRECTOR ‘200” 


Try them. Only then will you during values that are traditions 
accept the superiority of the of Burroughs products. Se 
new TEN KEY and Director your nearest Burroughs branch 
"200" adding-subtracting ma- or dealer: or write Burroughs 
chines. Both embody the en- Corporation, Detroit 32, Mich 


D me 


Burroughs 4 
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ELECTRIC 
FILE* 


a high-capacity functional work unit for 


filing-finding-working card records more easily...faster 





The CRAIG ELECTRIC FILE has | Holds over 100,000 
' 5” = 3” cords 

: provides more than 1000 

methods engineers to give you the most usable linear inches, plus 


been developed by Craig systems and 


highly functional work unit obtainable. a “V” for card reading. 
Capacity v s for other 
Imagine all of these wanted features e ' aries for other 
; we card sizes. 
in one unit , 
Occupie: only 10 sq. 
ft. of floor pace 
its compactness permits 
most effective use of work 
areas. 
Pushbutton control 


1! 
automatically brings 


trays to desk level 
rapidly and directly in 
front of the operator 
cards always located at 
operator’s finger tips 
while seated in natural, 
relaxed position. 
[-) Has an adjustable 
work table and work 
shelf located directly in 
front of the operator, 
These and other ad- 
vanced features im- 
prove the operator’s 
accuracy, morale and 
productivity, and offer 
substantial reductions in 
your operating cost 


"PATENT APPLIED FOR 


MACHINE, INC. COMPARE point-by-point 


Danvers, Mass. 
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A NEW WONDER IN THE DUPLICATING WORLD 








“ 





¢ 


Y ee v 


Seldom are so many improvements combined in one machine, priced 
within the reach of all. This new Standard Rocket Duplicator is an 
engineering masterpiece you will want to see in operation. Replacing 
the Standard SW, which proved itself a thoroughbred and was 
recognized for years as the finest low priced duplicator ever built, 
the Rocket assures even more brilliant, dependable performance. 





Illustrated literature gladly sent upon request 


STANDARD DUPLICATING MACHINES 











we new Mandard 
ROCKET ZOQMS FAR AHEAD 
WITH THESE OUTSTANDING FEATURES 















1. New, Feed Weight Adjustment, 2. Use- 
ful Pressure Control for copy intensity. 
3. Easy clockwise rotation, 130 sheets a 
minute, perfect registration. 4. Face-up 
copies. 5. Handy reset Copy Counter. 
6. Finger tip master attaching lever. 





Arrow indicates how automatic feed 
swings away for loading tray or for hand 
feeding. (Inset) Exclusive, self-leveling 
stripper pin with optional blades for posi- 
tive feeding of paper or card stock elim- 
inates annoyance of frequent misfeeding. 


Cenerous visible fluid supply. Reservoir 
rotates down (ghosted view) for OFF 
or fill position, automatically opens filler 
cap (arrow 1). Valuable extra feature 
(arrow 2), Micromatic Adjustment, 
quickly changes registration on copies, 


Feed rollers slide together, center feed 
small forms, coupons, post cards, auto- 
matically. Segmented master clamp with 
blockout slot firmly grips all masters. 
Scale on drum and tray for positioning, 
Feed guides lock or slide at a 4 


CORP., EVERETT 49, MASSACHUSETTS 








How Lockheed Took Its First 
Step in Data Integration 


H. WARREN WHITE 
Assistant Manager, Material Planning Dept., Lockheed Aircratt Corp., Burbank, Calif. 


HE Al TOM A'] ION lever while! since the first da‘ the mechanical ele 





eurrently grips the clerical field has tronic marriage took place. Their in 

manitested itself in a tangible torm terest can he readily understood if one 
Im the matemal control department ut is acquainted with an automation en 
Lockheed. After using a manually man thusiast whose hunger tor something 
tained record for scorn niteen Vea;rs, eonerets stimulate s his Curiosity and en 
Lockheed hi taken the first step toward tThusiasm 
data integration and electronic process The growing demand placed upon the 
ng in the field of material control \ manual record tor more and more data 
electro-mechanica ensing device tor a extraction and analysis has presented at 
Nationa posting machine, throug! ever-increasing problem. Those in’ the 
which a tandard IBM 526 kev pune more compl fields of material, cost, 
ean be operated, : developed tor us or production control will quickly recog 
th - tematies, Ine., Hermosa Beach, nize the need tor Trequent detailed ex 
Calit TI makes possible the prep: fraction and analysis of vast amounts 
ration of a cost distribution and procure of data secured only by tedious, random 
ment anal eard ¢ { Ty’ produet ( enre! 
thie posting operatiol Posting machines have tor some time 

This first tep ha rece ead cor det demonstrated the ability to provid 
able attention, and a tream ot visitors SAVINGS 11 post ng time and accuracy 
has besieged the machine operating area However, this has offered little solace 


An NCR Bookkeep 
ing Machine in si 
multaneous opera 
tion with an IBM 
Key Punch at Lock 
heed Aircraft Corp 





$2 Tue Ovrtce—February, 195 








Should they all 
use the same 


carbon paper? 





Three secretaries...three j ; 1 

needed! Alice's boss sends one-of-a-kind letters with one 
carbon required. Joan must- produce eight clear carbons for 
routing. Claire's boss is a statistician and his figures 
must be legible. No one carbon can do all these jobs equally 
well. 

Webster's famous MultiKopy Carbon Papers come in weights and 
finishes for all these office needs and many more. Each sheet 
is constructed for true value in color, sharpness of impres- 
sion, and wear. There are 52 weights and finish for stand- 
ard machines and 20 for noiseless machines 

With MultiKopy you can use a "custom" carbon -—— tailored to 
the machine, the job, and the individual touch of the opera- 
tor. Discuss with your stationer the kinds of MultiKopy car- 
bons that your office require Then see what a difference 
using the right carbons makes -—— in savings of time and office 
supplies and in clear legible impression 








—_ 





Carbon papers and inked ribbons for every office need by: 


F.S. WEBSTER COMPANY 


8 Amherst Street 
Cambridge 42, Massachusetts 
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Uncovered rear of the bookkeeping machine 
showing the sensing device at lower left. 


to the material control field, as the pri 
mary need is one of getting the informa 
tion off the record, not putting it on 
As a matter of fact, a comparatively 
few people have for years been doing 
a very creditable job of getting the data 
on the manual record with a high de 
gree of accuracy and in such infinite de 
tail that a posting machine simply can 
On the other hand, several 
hundred people 
in some way or 


not compete 
record 
another tor tast and 
accurate data extraction and analysis on 


depend on this 


a random bas 


It is in this field that the 


more com 
plex control organizations have been 
foundering The posting machine by 
itself offers little beeause its random 


extraction ability is” still essentially 
manual and it is totally unable to cope 
with the number ot 
to the complete operation. Punched ecard 
equipment offers certain 
but loses effici nev due to the 
problems of both high volume and lack 
It tends to bog 


weight ol 


balances hecessary 


valuable sery 


Ices, 


ot rapid random access, 
down under the 
which often require 
process. With the dawn of 
data processing and its promise of fan 
tastic abilities in the field of processing 


sheer cards 


several weeks to 


electronic 


tremendous volumes of data, comes the 
somewhat staggering problem of bridg 
ing the gap between a manual 


with its fifteen years of accumulated 


record, 


84 


idiosyncrasies, and the unsullied surface 
of magnetic tape 

Several machine equipment manufac 
turers have contacted regarding 
the possibility of preparing a punched 
card or punched tape as a by-product 
of the operation, 
thereby providing a ledger for histor) 
cal record and supplying the mechani 
cal brain with food for analysis and re 
porting. Some replies indicated their 
interest, but they admitted they would 
not have anything of this type available 
market for from two to five 


been 


mechanical posting 


on the 
years. 

When contacted, Systematics, Ine., 
indicated they could build an _ inter 
coupling device to accomplish the ob 
This intercoupler attaches in 
a simple manner to the back of an NCR 
3100 or 3200 posting machine and, by 
plug-in, IBM 526 key 
punch. Those particular entries, or col 
umns, of the which 
are to appear on punched cards are pre 


jective 


operates an 


posting operation 


set on the removable control bar of the 
posting machine in the same manner that 
its other operations are pre-set, making 
automatic and 


the operation entirely 


requiring no action by the operator to 


cause punching 


(Continued on page 1 





Posting machine and key punch are connected 

at rear. Sensing device was developed by 

Systematics, Inc., a new firm that is engineer- 

ing custom built attachments and modifica 
tions for office machines. 
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DRAMATIC COLORS 











OFFICE EQUIPMENT IDEA CONTEST WINNER 








If We Can't Buy It—We Make It! 


WILLIAM G. WAGGONER 


U. S. Bureau of Reclamation, Sacramento, Calif 

VERY office equipment lesmat ( the right ers 

: pote! yeiger counter to deto« Phe ae hing wut an idea picked 

the radiation of valuable ideas Tron ip ro rie ieee equipment user ts 
his custome! \ penetrating look an that it has already acquired that profit 
it least a part me plar - stener b look. Mu of the market research neces 
the salesm | disclose array oO <arv by the manufacturer has been in 
devices which the companies or direct ccomplished because the new 
dividua the compe id have tailor idvet | eome nto ¢ stence through 
made to solve particular problem an actual need It not just a gleam 
These ideas, even though some of them in the eve of someone in the manutac 
may resemble Rube Goldberg’s, are the turer’s research department, projecting 
eed tron ch a profitable item may a theoretical problem and providing a 
be added to ! manutacturer’s line theoretical answe! 

Wher ou pick up an ofhee equip The California Region ot the | » 
ment cat oe ! TAazine Vou! first Bureau of Reclamation sa prolific pro 
IM pressiol that there ecouldn’t be any ducer ol 1dea It more or less natu 
problem ol eh the « ce equipme! rai that they ould tn creative group 
industry has not provided the answel because this 1s ol n extension of a 
But no o company ol ndividual ear faculty required to design and build 
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Two wooden exten- 
sion leaves with roll- 


ers were made so 
that colors could be 
filled in on large 


maps with this hec- 
tograph gelatin dup- 
licator. Extension 
leaves can be easily 
inserted or removed 
as required. The only 
limit to the sheet 
size handled is that 
be half the total 
length of the gelatin 
roll. This saves the 
time of doing the 
color work by hand 


i? 
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BOSTITCH B8R 

America’s most popular desk sta- 
pler. It’s also a posting-tacker and 
stapling plier. And the attached 


staple remover is always at hand 


BOSTITCH B5-12 OR B5-18 

These are the staplers with the 
long reach—12 or 18 inches from 
edge of work. Fine for folders, 
reports, charts, promotion pieces 


BOSTITCH B5B 

Extra-rugged desk stapler, it car 
staple paper, fabrics, other ma- 
terials up to % inch thick. Base 
folds back for use as tacker, 


BOSTITCH B8S 


Brand-new saddle stapler binds 
booklets, folders, advertising 
dummies of up to 128 page 


“Roll uy 


ip to 12 inches wide 


feature handles page 


Fasten it better and faster with 








BOSTITCH 


STAPLERS AND 
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WAYS TO MODERNIZE 
YOUR DESK WORK 


Seeaeceoseee se eeaeeceecee eos eee ses 9 







STAPLES 


n90 equipment needaec 





See your stationer 


or phone Bostitch 











Any ordinary office stapler becomes an elec- 
tric stapler with this idea. The finished job 
is shown at top left. Top right shows our 
assembly with cover removed. Power is trans- 
mitted from the solenoid by a '/4" U-bolt 
with a piece of rubber tubing over the end 
which rests on the stapler head. Wiring is 
inside one of the '/g"'-pipe supports. All the 
parts are shown at bottom. Solenoid cost us 
$4.85 from radio supply store. 





Our aluminum tape dispenser slides around 
the roll as tape is withdrawn. Tape with dis- 
penser attached is as easily handled and 
stored as is a roll of tape itself. 
(In addition to those shown, Mr. Waggoner 
submitted several other ideas from his office 
to prove his claim that they are "prolific 
producers of ideas." —Ed.) 
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the huge dams, power houses and irriga 
tion works which are their function 
When employees here need an office de 
vice which is not available on the mar 
ket, they just go ahead and make it. 

show 


The accompanying photographs 


some otf our office equipment timesavers. 


These are good usable money-saving 
ideas. An alert office equipment sales 
man waving his geiger counter over 
their operations would get immediate 
reaction In one instance, an office 


equipment salesman did carry one oft 


our ideas back to his and that 


lactory 





An alert office equipment salesman saw our 

magnetic copyholder and took the idea back 

to his company which now produces them 

commercially under the tradename, Ma-co 

Liner. Our employee received a royalty con- 
tract for his idea. 


selling the 
item on a royalty contract with the em 
ployee responsible for the design. 


factory is producing and 


Every salesman is the front lin 
re presentative ot his company. Its very 
existence depends upon his efforts. He 


is naturally a most alert fellow and he 
could be of still greater value if lh: 
were given greater encouragement by his 
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no equipment needec 


To add beauty to your booklets 











with economical ‘‘do-it-yourself’’ 


PLASTICO BINDINGS 


PLASTICO BINDING LICENSEES can help Convenient . .. Money- 
you make any booklet more attractive and unique. py et PD at somes 
Do it in your own office . . . without any extra e 
equipment! Simply get precision-punched blank e 
body pages and covers from your Plastico licensee. . 
He has the specialized experience and equipment ® Price Lists 
to produce to your specifications— whatever the © Order Books 

s 

J 


Catalogs 
Presentations 
Brochures 


size. You'll discover it’s a “‘snap’”’ to compile your Sample Books 


own booklets! Financial Reports 


and many more uses! 
Only Genuine PLASTICO BINDERS have “Arch WRITE today for full in- 
San?! mart ear- formation, plus name and 
Design for greater strength, ° oF SPP address of Plastico Licensee 


ance. nearest you. 


gm PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St. * Chicago 5, Ill. 


By Name 15 WwW. 24th St. . New York 10, N., 7; 















This little plastic hook saves the time of hand counting hundreds of sheets of duplicated releases. 
A hookful is counted once and the number picked up is used as the multiple. 


ricorrie Ollie ti eout lor new deas 0 are researe! eliort given to elective 
~ {4 ‘ l,i fiery oO 1 \ taas 
} Pisin Ci - uch an ellor Could VaAVS ahd means of digging up new lacas 
; ; ] { ; 
iy VOTTHV © itu fiedoed program witl lrom tis customers 





Trust Company Designs a Desk 


KENNETH W. MOORE 
Vice President, Chicago Title & Trust Co. 


| IRLS who write title Insurance poli pared by attorneys and others Despite 
ees at Chicago Tithe & Trust Co the need for a large desk-top area, it 1s 
need desks with a large top area also Important that floorspace be con 
The files the use te vrite the pol cles <erved as the space oc upied bv the typ 
contain a number ot documents whiel ng department Ss very expensive, 
the typist pread on the top of thei For two or three years we searched 
desks as they copy intormation pre for a desk that would fulfill these re 


Typing department 

at Chicago Title & 

Trust Co. The desks 

were made to this 

companys own de 
sign. 
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Make your records 
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and keep your 






records easily” 


Record Keeping 
Papers 
and Index Cards 


SAYS 
KING 
COTTON 
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Having the right paper can materially 


nwa wy y and save y whe PARSONS MECHANO FORM 
clerical costs. The 24 page free booklet 
illustrated above may help you these Ledger and Index-Bristol 
bai ade Made with New Cotton Fibers 
1. Decide how long your records and 
documents should be kept 2. Find out In economical Mechano Form you can get 


what grade or quality of paper is 


pape r or card is tough Or tiff vor need 
required for the use you give it. 3. Buy 


t 
it. and practi ily ans shape or size with 


record-keeping paper ind ( ird tor k out waste It made to match t i reed of 
most economi lly } Use “color Com both Thane hire ind hand bookkeeping 
trol” to increase accuracy In keeping Mechano Form will not “dog-ear” at corn 
your records ers discolor Or roughen from era tire ind 

Sending for this free booklet nou ink will not run’ on its fiber Ask your 


may save you hundreds of hours of 
clerical time. No cost or obligation. 


PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 


printer or paper mere hant 











PPC 1955 
Fe FSS SS SSSSSSSSSSSSSSSSSSFSSFSSSSSeSeS SSeS Heeeeenaeonnnnaeaae 


: PARSONS Paper Company, Dept. 41, Hotyvoxre, Mass 
: Pie ase mail me, without cost or obligation your booklet Hlow to Get 
1 What You Need in Record Keeping Papers and Index Card 
” 

' Name 

, Please Print 

f Organization 

' or ¢ ompany 

' 

7 

' Street 

' 

' Cit 

ee * 

| 
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SEMINAR and BUSINESS SHOW 


February 28 — March 1 - Conrad Hilton Hotel, Chicago 






Alerting 
Today’s 
Office 

Manager “Be 





°e 
Tr | 
* 
Automation . Techniques ° Organization ee 
° o® 
> nt 
on Moanaogeme 2 
. 
ee Ch ie 
35. At the Conrad Hilton Hote Chicage , . 
- timely, informative seminar for every office fe 
“o," e manager, plus a spectacular display of the A 
*. @ newest equipment and methods Pie 
& » a 


Sponsored By The 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


105 W. Madison St., Chicago, Illinois 
In conjunction with Northwestern University 
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The policy-writing desk designed by Chicago Title & Trust Co 


quirements. Standard drop-center desk paper could be spread Mlat-b . 

4 ipled too much floor area, gave too made reterence to the paper ( 

much space to the typing well, and did cult, and reading from t reat a di 
it nave enoug! top ine ! ric tances vould tend te ner ead 


Cramer 
Malle 


POSTURE CHAIRS 


The fine workmanship and precision manufacture synony- 


mous with all Cramer products are found in the Economy 
Series Chairs. 






Not built to price... but engineered to fulfill all basic 
requirements at low cost. Value-packed throughout 


@ Tubulor Steel Bose 


@ Bonded Foam Lotex Cushioning 





@ Removable Upholstery Covers 


Model E-12 oe Finger-Tip Adjustments for Seat 
Height, Seat Depth and Back 
Height 
e@ Non-Revolving Precision Steel 
Send for price list and illus- Spindle 
trated brochure showing 
Cramer Economy Series @ Semi-Rigid Upright 


Posture Chairs 


@ Quality Upholstery Meterial 


Over a Million Cramer Chairs in Use 


POSTURE CHAIR CO., Inc. 


1205 Charlotte Kansas City 6, Mo, 
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How about upping prod 


with this new kind 





Worlds largest manufacturer of typewriters... 


Royal Typewriter Company, Division of Royal McBee Corporation 


94 Duk Ovrict February, 1955 





@ uction as much as 14% 


of electric typewriter 


The new Royal Electric and its effect on typing produc- 


tion can mean these things in your office 


. a big saving in money per typist . . . freeing one 
typist out of eight for other useful work by increasing 


typing production 14°,. 


Even if you increase production only 6“, , figures show 


that you are justifying the additional expenditure. 


In fact, if the typewriters in your office are in use 
more than 214 hours per day, studies show that you 


need new Royal Electrics. 
Here are three services we'd like to perform for you 


1. Time your production to see if we can save you 


money. 
2. Show you the extraordinary new Royal Electric. 


3. Sell you new Royal Electrics, if the figures justify 


the expenditure. 


Call the Royal Representative for a free trial and time 


study. 


0 § A electric - portable : standard 
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fag Movers or Shelf Warmers? 





How Can the Vary-Tally 
count for you? Write for 


| 
| 
| 
| 


news sheet ond prices 


| 


@ Easily Readable from Any Angle 

Bold figures Always Centered 
No Glare Fig- 
vres not Covered by Fingers in 


in Window 


Operation 


@ Easily Portable, 
Built for Long Wear 


yet Ruggedly 


@ All Parts Corrosion-Resistant 
Working parts of Hardened Steel 





and 13001 Other Items) 


Seperate Counting Units Can be 
Rotated like Tires on a Car, to Dis- 
tribute Wear Evenly 


Not Affected by Extreme Heat or 
Cold 


Individual Tag Above Each 
Counter-Window — Not Strip Tabs 


@ Veeder-Root Quality in Every Part 


HARTFORD 2, CONNECTICUT 


‘The Name thit é 
cea R) VEEDER-ROOT INC. 


Chicago 6, @ New York 19, N.Y Greenville, 5. © Montreal 2, Caneda Dundee, Scotland Offices and db gents in Principal Cities 
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Another view of the 
typing desks at Chi- 
cago Title & Trust 


~O 


allow ample leg room, 
holders could not be of t f two drawers left with which 

and that the papers hi The top drawer on the right we for 
the desl tops. | files and the balance of the form 


legal 
\fter a couple ol required eh virl ‘I bottom 


roa desk to fit our needs 


errors lests had shown 


adrawer on the right 

dealers and manufacturers, hold the employee's 

to the conelusion personal belongings 

to solve the problem oursel\ I should add her« 

We asked a desk manufacturer te program of designing an ¢ 
ie base trom a clerical desk 1 c ve were contlerring with our work 

perimental use This reduced the plification supervisor to make 


desk so that 1t was proper tor sk would be correct from the 


came that 


lay 
aAvt 

{} 

ik 


ecertall 


tandpoint of work simplification 
{ 


then had our carpente! 
build a wooder superstructure that After our model desk was assembled, 
would serve as a desk top and, at the selected a 5'6” girl whose height 

vhat we felt was a } average work at 


ideas on 
| desk The thie desk 


same time, carry out our 
we needed in a tfunetiona or not 
typewriter well was held to a 16° ope: the desk 
ing, thereby leaving adequate u We belevec ! i] ir} vas com 

fortable at | tment 


factory 


the handling ol pape 


Pace Lor 
much as we were going to build possible in would satisfv any ol 
} ; 


top anyway, we made typing department 


thy girls 
section with eight pigeonholes, When we had a good report from the 
11," x 14”. This provided enoug! girl who was , we ealled ins 
Oo accommodate carbo! paper, Dla girls tron ng department 
re desk 


paper, and the six policy torms 
j he : ’ ions We felt that if the girl 


nort period and vive us 


partment } id 
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desk, acceptance 

ning but enthusiasti 

about three months of exper 

gy with our model, we ealled nu 
ufacturers’ representatives and 
sked them to submit prices and spech 
tions on desks using their own stand 
base and our top structure The 

cs were purchased Our girls are 
happy with them, and the desks ar 


doing the job in just the way we an 


/ 
. J 
Copies a ’ ticipated We teel we are getting more 
Mi t f j etherencyvy trom a 55" | nan we could 
inute be ™ - the regul: standard 


ave trom 


lIrop center desk 


ne | What is office management 
TURNS OUT y, i err ° 
© PRICE LISTS bis thinking about in 1955? 
* MAILING ; ntinued from page 20) 
PIECES 
* POSTCARDS Speedliner 
* BULLETINS Duplicator 


$7450 f' 


in others whe 


* MEMOS ' 


TRY MACHINE 10 DAYS FREE TRIAL 


1f 


See your dealer or write direct 


SPEEDLINER CO. 

4404 Ravenswood Ave., 

Chicago 40, Ill. 
PLEASE RUSH ME FREE BOOK ON 
LOW COST DUPLICATING. 


Please send me one Speediliner Duplicator 
to try 10 days no cost. If I'm not satisfied 
! return it f | wish to keer * I'll send 
my check or write for payment plan 
) J F i Spottt ny 
NAME i old } kk pir I e which had 
ADDRESS 


CITY STATE 


Exclusive Dealerships Available 
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This Machine 
Slashes Costs 80% 


Gn ae aE LE ae 
ee had: ROR a bes rd ¢ ve 


STUFFS ENVELOPES PERFORMS | Qwners Rate Speed, Ease 
FIVE OTHER OPERATIONS and Control Even More 


* Gathers | to 8 enclosures 

* Stuffs envelopes Important than Savings 

* Seals envelopes 

¢ Meters postage or prints 
indicia 

* Counts * Stacks 





INSERTING 
& MAILING 


More Important Than Economy Say 
Owners: The fact that we reach job- 
bers and retailers almost overnight 
contributes to sales . . . We enjoy 
complete control — no longer de- 
pend on hand workers . .. No more Learn More . . . Ask us to prepare a 
confusion, no more overtime — time-cost study showing your savings 
large mailings go through smooth Also, write for Wider Horizons with 
as silk. Mechanized Mailing. 


INSERTING AND MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 


*COUPON® 


INSERTING AND MAILING MACHINE CO., Dept. O-2-55 
PHILLIPSBURG, NEW JERSEY 


We would { & Pr 
t al re , 


Individual 

Firm 

Address 

City ‘ Zone Stote 


COUNTS 2 STACKS 


——_—$—$———— ee = — 7 
GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS EnveLore PRINTS POSTAGE INDICIA 
z 2 7 
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NEW — | lntilated | 


COMFORT 


Never before offered in Swive 


QUALITY 


Equal to the most expensive chairs 


LOW MAINTENANCE 


Fully guaranteed for trouble-free use. 


LOW COST 


Least expensive of any high quality 


Chairs 


Swivel chair 





It must be ventilated 
for lasting comfort. 
Compare with any other chair, 


— regardless of price — 
Look for new posture chairs at: 


OMAC Show, Feb. 28, Booth H&G, 
Conrad Hilton Hotel, Chicago 


Ask your dealer for free trial 
or write us for further details 


PRECISION MFG. CO. 


831 CHICAGO AVE., EVANSTON, ILLINOIS 











100 





i Da 
if ave ic ‘ 
i w he 
gy achiner } fice has 1 
it l n the nee for additional pel 
. heard f w joking about 
thing. He said he had installed 
office at 
yy big boss and Wis 
r than most. He had to hire only 
| Necdless to Say, 
ror nputers, which 
wonderful for scientists and mathe 
these ‘makeready probler s 
before they are worth anything to the 


yrdinary office J.B. ROZLER, Assistant 
lreasurer Associated Mutuals, Atlanta 


Schools Lack Enough Machines 


rhe area of! ianagement ni 
hiel progress 18 1 t needed is in the 
cational field where school students 

are trying te etermine their life’s work 
that this field is somewhat re 

f I the « y-t work of the 

ig fhee manager, however, the per 


office manager of most 





“Imagine living folks calling it 
a liquid duplicator.” 
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One Girl 
Four Hours 
Hand-gathering 

Method 


















One Girl 
Four Hours 
With a 
Thomas Collator 








Paper Work Stacks Up in Your Favor 
WHEN YOU USE A THOMAS COLLATOR! 


When 1 girl does the work of 5, it’s 
easy to see why it pays to assemble 
sheets into sets with a Thomas Collator! 
And what’s more, she can gather sets of 
2 to 32 pages in one quick operation 

. without error, without confusion. 

A Thomas Collator also ends the 
chore of chasing around from depart- 
ment to department to round up help. 
And it beats those last-minute deadlines 
with time to spare! Wide selection of 


¥ 





From Table Top to Tandem 
there's a model to suit your need 
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50 Church St. 


models that can accommodate every size 
sheet from 3” x 8” to 19” x 24” 
whether it be price list, sales bulletin 
house organ directive or any one of 
101 different jobs. 

If you're interested in saving time 
... building up efficiency by 500% 
and getting rush jobs out without rush 
ing, write us for free informative litera 
ture plus a helpful collating analysis 
sheet. 


I 
(j(—_— ie a »>OUne. 


, 
fi 
Specialists in Paper Gathering 


155 Sales & Service Offices from Coast to Coast 


New York 7, N. Y oe ge 


10] 


Dept. B 














The term “Thern ix”’ is a registered trademark 
Minnesota Minu and Mfg. Co., St. Paul 6, 
Minn | Ex t 2 





of 


St 


London, Ontario, Canada, 


FILING OPERATION 


This copying machine is 10 times 
faster than your fastest typist 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts... in fact, anything 
written, drawn, typed, or printed —the THERMO-FAx Copying 
Machine can do it 10 times faster than your fastest typist, without 
error and at a fraction of the cost! 

The THERMO-FAX Copying Machine — made by the inventors 
of “Scotch” Brand Cellophane Tape — copies originals up to 842 x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 
or noxious fumes — Its a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your office can turn out 
quality copies without lengthy in- 
structions. 

We'll be glad to send complete 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-13, St. Paul 6, Minnesota. 
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4 Thermo-Fax | 


COPYING MACHINE 




















General port y I 42nd 
New York 17, N. Y. In Canada: 


ot te 
. *, 


o Ce 


Due Orvrice— February 


atts 


1944 











PIECES PER HOUR 








available, to properly 


them to ac 


the equipment 
train the students and enable 
quire the proper prospective to deter 
mine their fe’s work, is woefully in 
adequate or antiquated. If 
through their office and per 


commerce g 
sonnel managers w take a 
part in cooperating with the schools to 
Heq inint the students with the equi] ment 
and procedures 1 


nas will he beyond 


ae! prehension, 
This cooperation could take the form of 
promoting office and plant visitation by 
making 


students and where possible 


available for student’s in 


With the ra 


industrial 


equipment 


struetion. d changes in 


husiness and procedures and 


the new types of equipment heing 


brought out each year it will be 
and more difficult for the school systems 


to Keep pace with these changes 


Othee equ pment manutaeceturers nl 
suppliers also can he of great help ! 
sisting in such a progran WIL 


LIAM FE. 
& Assistant 
Mfg. Co., Elmira, N. ¥ 


STROUP, Assistant Secretary 


Treasurer, Thatcher Glass 





Some Filing 
Production Figures 


HE production figures below for fil 
obtained by 
Record Controls, 
1954. The 
compiled 
hundred 
response to queries. The last 


only it) 


Ing operations were 
surveys made by 


Ine., 1944 


figures averages 


Chicago, in and 
represent 
from the estimates of several 
othees in 
four operations were included 
the 1954 survey. 

The fact that some of the 
are less than those ten 


attributed to 


1954 figures 


‘ ac } ld 
vears ago snould 


not be entirely eurrent 


lower productivity oft records workers 


Reeord Controls, Ine.. helleves a 
| 


part o] the difference is due to Improved 


methods in statistical work and = in 


ereased use ot time and motior ticlie 
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WHAT A SWEETHEART! 


My boss buys Maple Leaf 


Steno Books 


Better quality paper. 

Surface ideal for pen or pencil. 
Careful ruling. 

Attractive cover printing. 

White or Green tint paper. 
Complete selections. 

“Non-Slip” rubber edges. 

When you order be specific, say: MAPLE 


LEAF STENO BOOKS for complete satisfac 
tion. Order through your local Stationer. 





Sam ple quickly sent 


when 25c¢ is received 


with your letterhead 


YOU ALSO 
CAN TRY WRITE Dept. C, indi 
A SAMPLE! | or intermediate reling. 


MAPLE LEAF Mfg. Co., Inc. 


Pitman 


Empire State Bidg., N.Y. 1, N.Y. 
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FILING OPERATION PIECES PER HOUR 


1944 1954 
Alphabetically filing cards previously sorted in exact sequence 297 320 
Alphabetically sorting and filing cards 176 200 
Reading, coding (marking), and rough sorting correspondence for filing by 
name 291 300 
Rough sorting papers in flat sorter 759 750 
Alphabetically filing previously sorted papers 287 250 
Finding and pulling papers filed alphabetically by name 94 80 
Numerically sorting papers in exact sequence 512 700 
Numerically filing previously sorted papers 45! 450 
Filing papers in a geographic file 308 200 
Classifying and filing subject matter 147 100 
Typing and applying folder labels 30 
Microfilming 8'/2" x 11" papers 550 
Sorting papers in exact sequence for terminal digit numerical filing 280 
Filing previously sorted papers in a terminal digit file 380 
which make this year’s figures mort handwritten, sorters might be inade 
accurate quate or non-existent, lighting might be 
In using the above figures for com bad, file cabinets might be obsolete and 
parison with ones own office, some the personnel might be inexperienced 
allowance should be made for local con any and all of which would adversely 
ditions which might make ones own alfect production, while production 
operations slower or faster Kor ex would be higher where any such factors 
ample, the material handled might be were better in one office than in another 





Engineered For 





Peak Performance 


SIMPLEX 
Peerless SENIOR 


The Big Brother of the pop 
ular Peerless Jr. Designed 
for greater capacity at mini- 
mum cost. Versatility prov 
en in its use for drying 
photocopy, blueprint and 
photographic papers. Backed 
by 38 years of manufacturing 
experience in building the 
finest in photoprint dryers. 
@ Dry prints up to 18 x 24 inches 
on 20 inch width belt 


@ GREATER CAPACITY — Aver 
age of 130 82 x 11 prints per 





hour 

@ LOW COST OPERATION — @ THERMOSTATIC HEAT CONTROL—WMaintains uniform 
draws only 12 amperes. No special temperatures for proper drying 
wiring required @ Rugged Construction — assures long trouble-free operation 


SIMPLEX SPECIALTY CO. 116 West 14th St., N. Y. 11, N. Y. 
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If your typists are —S Color in Duplicating 













This small, inexpensive office machine 
is Photostat Corporation’s answer to the 
great and increasing need for dependable, 
casily-operated, money-saving photographic 
office copying. 

It will make three or more black-on 
white copies up to 82 x 14 in one minute 
ready for immediate use on plain paper 
from one photo-sensitive matrix. 

It takes up less than two square feet 
of floor space on desk or table . . . can be 
used under normal lighting at any time 
by anyone in the office. 


Instant 
Copier 


for use in every 
office .. . anywhere! 


It will copy anything typed, printed, 
written or drawn and is fully guaranteed 
by Photostat Corporation. 

Our trained sales-service representatives 
give instruction in its proper operation. 
They can be your friendly advisors on how 
to meet your copying problems with real 
savings in time and money. 

Write us ... your inquiry will receive 
our prompt and interested attention. 


PHOTOSTAT CORPORATION 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 
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299 STATE STREET, ROCHESTER 14, NEW YORK 


Service offices in most principal cities 


and in Toronto, Canada 
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If your typists are 
LETTER-PERFECT 
don’t read this! 





( A fname: \ 
ma 
wh oS 
\ 3, <l’ 
“a A 
at ——- = 


It’s always been easy to make mistakes 
1 typing copy for offset jobs. Now, it’s 
just as easy to correct them with 
SNOPAKE, a brand new, fast drying 
opaque paint made by FOTOTYPE 
Your typist applies SNOPAKE quick- 
ly, right from its own applicator bottle 
She lets it dry for an instant—then types 
right over it. The patch blends in with 
the rest of the page, entirely concealing 
the original error 
But don’t take our word for it. Find out 
for yourself by sending just $1.00 for a 
special trial SNOPAKE kit, containing a 
bottle of SNOPAKE in handy applicator 
bottle and a bottle of SNOPAKE Solvent 
Mail the coupon today and we'll rush 
your trial kit by return mail 


See Snopake in use-Booth 21 OMAC Show 


SPECIAL TRIAL OFFER 
FOTOTYPE INC., 1416 Roscoe, Chicago 13 
Enclosed is $1.00 for the Snopake Trial Kit 
Send to 

Firm 

Address City 
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Color in Duplicating 


SE of color ! mimeographed Line 


schedules and work charts can pre 


vent missed deadlines, says A. Y 
Hyde, applications development man 
ager of A. B. Dick Co “These forms 


ean be understood quickly, with less 
chance of error, when important bits of 
inlormatior are et off in color,” he 
advised 

kor eXample, the two or three most 
significant projects on the weekly o1 


monthly “to do” schedule can be mimeo 


graphed in red. They will stand out 
trom the other assignments which are 
duplicated in black An alternative 


would be to use red mimeograph int 
lor past due assignments, black for eur 
rent, and green or some other color tor 
Puture 

Use of color is one of the easiest tech 
niques of modern mimeographing. A 
variety of inks is available and A. B 
Dick representatives will show machine 
operators how to use color in a few 
minutes Radio station WBBM, Chi 
cago, mimeographs an air time schedule 
for its sales, « ngineering and productior 
staffs, and for distribution to advertis 
ing agencies and prospective elients. 
Locally sold time is in black, network 
commereial time in red, time for sales in 


green, and sustaining time not for sale 


(public service time) in blue This in 
creases readability, since it shows at a 
vianee where ine provram can be 
fitted a 
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LOOKS MAKE SOME DIFFERENCE 


a“ . ( 
ZA Ao 


— —— - 








When you want to attract atten- 
tion — and interest — good looks 
count. 

If your duplicating machine 
has been turning out dim, 
smeared or sloppy work, you may 
be having paper trouble — here’s 
a suggestion. 

There’s an Eastern paper es- 


pecially engineered for the type of 


machine you have. That means it 
has the best finish, the proper 
bulk, the exact amount of sizing 
necessary to produce clear, clean, 
sharp impressions all the way 
through the run. 


Next time use the special paper 
Eastern makes for your machine. 
Any of the following papers will 
prove our point result in good 


looks and looks make some 
difference: 
Atlantic Bond, Atlantic Du- 


plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
ask your local Eastern paper 
merchant or write Eastern Cor 
poration, Bangor, Maine. 








OPrrict 


rypo 


ATLANTIC 


ke hbruary, [95 


BOND 





MADE BY EASTERN CORPORATION - BANGOR, MAINE 


UWiMs PAPER K 
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How XEROGRAPHY =~ 


cuts duplicating costs 8,000 a year 


at anf /nstrument Companies... 


PLUS—SPEEDING PAPERWORK 


SAVES 7872 HOURS OF 
“WAITING-TIME” A YEAR! 


‘Tay lor Instrument Compani s, the world’s largest 


manufacturer of indicating, recording and con 
trolling instruments for home and industry, uses 


x¢ rography to cul pape rwork d iplicating costs. 





In addition to tangible cost savings of 

nore than $8.000 a year. Taylor speeds pa ~ 
peeds | ° P 

perwork by eliminating six hours of typir o 

' f ' 1 e*eeee-r 
and proolreadin time a day AND - 

- 
rography, 984 &-hour days of wait ys od ® ° . ee 

time are ived yearly compared with f 

former metho 


Anything written, typed, drawn or printed 
can be reproduced with photographic a 
curacy in about three minutes by xerog iphy 
onto an offset paper master for runoff of 





multiple copies on an offset d iplicator 


, 
The Taylor controllers (center) automatically main- 
bd Write for proof of performance folders . d 
tain pressure and temperatures in the reactors at this 


showing how Taylor Instrument Companies and 
chemical processing plant. Today a large percentage 


companies of all kinds are cutting duplicating of the compeny's eviput gees to industriel plants 
costs and speeding paperwork with xerography. 


THE HALOID COMPANY 


55-14X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 
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A Universal Hotel 
Credit Card Plan 


YING | the introduction ob : ib ersal 

type hotel eredit card pian a little 
KJmore than a year ago by merican 
Hotel Credit Corp., more than 50,000 
business and pleasure travelers have 
subseribed to the plan, according to J 
S. Walz, AHCC president Designed 
to eliminate the multipheity of credit 


ssued by countless individual ho 


thie 


cards 


tels across providing a 


eountryv, by 


single card to be accepted at a hotels, 


the plan has proved to be a most elheient 


and convenient form ot credit identifiea 
tion 

“The new system means that the 
battle of the wallet huloe is over,” Mr 


“No longer do travelers 


\\ alz explained 
have to carry an oversupply of identifi 


cation papers, vouchers and credit 


ecards Moreover, it adds an _ extra 
measure of Satety tor tra 
dueing the necessity of carrying laree 


ums ol casn 





Sponsored by thi Americal Llotel 
\ssn., whose 6,000 member hotels ae 
eount tor 1Da% ot all hotel rooms, the 
credit plan offers three types of cards, 
lraveleard, Persona Traveleard and 
the Chekard, depending on the speeifi 
expimes: JANUARY 31, 1955 o> 

a ; 18251 e 

FA lca : 

e ) % a 

“a 14 a tf even oY 4 

Fa 

THE AMERICAN HOTEL CREDIT CORPORATION == 
” 

NAME Harry A: Small xn 

t President z 

weamy William G. Rhind Co., Inc, “ 
ADORESS 226 Adams Street, N.W. ‘ 

Sty North Dgkotg g 
riche QR. Dmuali. : 


credit card, sponsored by the 
Hotel Assn., is honored by hotels 
throughout the U. S. and in other 

North American 


The universal 
American 
several 


countries 
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| Now you can BIND with i 
- spe. METAL LOOSE LEAF ond 


RIGHT IN YOUR OWN OFFICE 


] 
| 


Improve al 
guarantee m 


your literature 


ixXimum attentior ind 


action for every me ge idd 
prestige, utility color to reports 
manual catalog et Page lie 
flat, turn ea vy can be nter 
changed between GH Metal 
Loose Leaf nd Plastic Bindi 


RICHLY ILLUSTRATED 


: brochure shows how 
| | GBC Meta eaf 
| nd Plastic Binding 

3 ynching 
chine and identica 
punching pattern. Get 


r 
uw copy today 49 
n 


bligatio 


GENERAL BINDING CORP. 
812 W. Belmont Ave 
Dept. 0-2 
Chicago 14, illinois 





























THE MODERN 
WAY TOTALLY 


ULTI-COUNTE 


Items sold, inver 
tories payroll 
count anything ir 
any business—a 
curately and fast 
Anyone can count 
correctly with in 
expensive Multi 
Counters which tast 
for years Writ 
Made with any for titerature and 


number of counters prices 


MULTI-COUNTER MFG. CO. 


40! Broadway, New York 13. N.Y 
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1? eleards are Tt ((nekarad re wed te na ali Lay} 
Oo tu ( >.) el lay ( ) 4 Cc} yr privileges and are 
ther exes ( ( plove ‘ d at #5, $7 and #9 tor cashing up 
travel, and assure he holder ot un to SlL00, $200, and $300 worth ot checks 
lumited credit tor charging hotel bills. each week 
including tood and other customary During the first year of operation, 
charges, plus check cashing privileges holders of the ecards used more than 
vVithiy thie mit nad agua haote $123,570,000 worth of credit in the form 
polley ol charges tor rooms, business tune 
Phe Perse Vy eleare \ ryle hions, hood, peverage, entertainment, 
) a TE it} nh «re t ratings, tickets, check cashing and all othe types 
ch as prole ( nad other se ol services included under individua 
INpPROVeCd perso! 1 r sl hotel polies “The hotel industrv’s new 





on WESTON BOND” 


New Weston Bond is high in quality, low in cost. 
Its new brighter, whiter color will make your 
correspondence more impressive, your sales letters 
more effective. Ask your printer to use it. 


Write for sample book. Address Dept.OF 





BYRON WESTON COMPANY, DALTON, MASSACHUSETTS 
Make rs of "ape rs jor Busine j Re CC rds since 1863 
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plan has established an unprecedented 
record in the annal of credit,” Mr. Walz 
said. “Out of the $123,570,000) worth 
of Traveleard and Chekard transactions, 
we have had to write-off only $1,152 87 
worth of 

Albert 
chain bearing his name 
the board of the American 
predicted that the 
ot the svstem 
for hotels te 


eredit: cards 


losses 
Pick JYT.. head of the hotel 
and chairman ol 
Hotel Assn., 
vrowing acceptance 
would make it 
thei 


Lew 


possible 
individual 
vears. First 
to take such a step was the Western 
Hills Hotel, Forth Worth, Texas, 
guests can arrive at either the 
private 


discontinue 
Within a 


where 
hoste Irv’ 


heliport or drive their cars up 


to the doors of their rooms. Mighty eight 
other hotels, ineluding such mayor 
chains as Affiliated National, Eppley, 
Dinkler, Hilton, Mever, and Pick have 
sent out more than two million an 
nouncements to their own eredit) card 
holders, recent guests and purveyors 
about the new svstem 


American Hotel Credit Corporation is 
‘)) \\ 
vieh, €oonn li 


teiries, 


located at Putnam Ave Greet 
addition to | s. Hos 
Traveleard and Chekards are 
honored by hotels in Canada, Mexico, 
Alaska, Puerto Hawai and Be 
muda. As well listed an 
feriy pocket “174 


ol The 


Rico, 
iis hbemg 
Hotel Guide, members 

Hotel Assn. hich 
| 


lentials are 


a qual 


Americal 


hone These eres vive! i 
1955 "D6 edi 


book, America’s 


starred listing in the new 


» 
Red 


| hirectory 


' 
tiot ol Hotel 


oldest tra 


JANUARY Jl, 1955 


Ri “CHEKARD | 


THE AMERICAN HOTEL CREDIT CORPORATION 
nana Howard A, Williams 

21524 Heights Road 
Warrensville, Ohio : 
veces or OMAth Printing Company 

persona curces on FOurth National Bank 
Warrensville, Ohio 


$100. 


ADORESS 


ADDRESS 


f card provides the user with 


check cashing privileges. 


Druk Ovvice February, 1955 


SING 
Chasor 







Just one out of 
more than 3,000 


EBERHARD FABER 


products people 


.*. " "NY 


‘ 


* syyniniwo wos *” 
















Eberhard Faber’s Singlex 
Typewriter Eraser looks like 
a pencil... sharpens like a 
pencil! Always has a sharp 
point for clean, single-letter 
erasures. In brilliant metallic 
green polish, with or with- 
out modern nylon brush. 
SINGLEX is only one of 
many reasons why more 
people buy Eberhard Faber 
erasers than any others made. 


Trademarks Reg U S. Pat Off 





Since 1849 


EBERAARD 
HABER 


NEW YORK 





puts its quality 
in writing 


TORONTO 















Would 
you believe it was 
mimeographed? 





> 


Th. new versatility of MODERN featuresof MODERN mimeo; raphing 
‘w electric A. B. Dick mim- 


ilong with its speed ind the ne 
cog iph, Model 134 simply write to 
700 Touhy 


mimeographing 
and eas¢ has been a complete sur 
prise for many people. Asa result they A.B. Dick Company 

are now producing more kinds of A venue, Chicago 31, Illinois. A. B. Dick 


copies than ever before with this  mimeograph products are for use with 


proved vet ever developing proces ill make of suitable tencil duplicat 


kor more information about al! ing p! 
/ \ ) BR ) |) | C K 
THE FIRST NAME IN DUPLICATING 
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Are YOU a Member of the BMM Club? 
If not — jom it now! 


No matter if in Africa or on Manhattan 
— you will recognize a Member of the 
BMM Club at once, because of his happy 
smile and brilliant intelligence. He cer- 
tainly knows how to make money, and he 
is the pride of the Big Money-Makers’ 
Club, thanks to his set of Facit Calculators. 
He can always give the right answer during 
a long-distance call, simply by using his 


silent and elegant Facit ESA-O. It’s as 





small as the telephone and so simple to 
handle that his youngest office-boy could 
learn to be a calculating expert within fif 
teen minutes. It’s all because of the world- 
famous Facit 10-key system, permitting 
you to calculate with one hand and make 
notes with the other. Ask for our illus- 
trated brochure FB 24 and find out what 


Facit can do to make wur office more 


CALCULATOR 


efficient! 





WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 
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114 Sansome St., San Francisco 4, Calif. 
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ELECTRIC FILE additions space for work organization 


Machine Inc.. 90 Holten St.. Dar and storage, Visual fatigue is minimized 
announces the ¢ raip Kleetric as the unit se completely enclosed, In 

gh capacity. functional work the event of power failure, all trays are 
filing, finding and working easily available s.nce the front panel is 

ye lume of ecard records removable, Many other advantages re 

™ eee arene er Paes duce operating costs. Craig sells both 
—* erticul design, 5% ft lirect and through systems dealers. 
ermits the most compact and we e for further information and fully 

liustrate terature 


FLUID DUPLICATOR 
Standard Duplicating Machines Corp., 
Kiverett 49, Mass., makes the Standard 
Rocket, priced to sell at a low figure 


for a top qualit spirit) duplicator. 


m4 i floorspace with no 
n operation and wort 


s 4 f wide and Zl. ft. 





roover 100,000 5 id In Standard’s comprehensive line of 
*s for other card sizes raves hand and elect ( duplicators ! three 
tI i stundard Craig basic sizes, 14” 12 14 and 

} ens nd holds a ro 14 IS”, the Rocket will b the 9” 
t i! ecessibilit il 14” unit. For the time being it will be 
Operator sits « nd operate achine Through the 
front of th t} nee ‘ { test engineering athads. a 
! buttor ! oot ( 1 running tor has 

‘ hie 1“ f ! te hicl n ae th a I 
itole ! I Tor re i 
{! \ ! he ‘ tends nute ! pertect registratior Due to 
the 1 pp! { hel Star = strippe 
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it a time ind an entirelv me evner tiplication f the s ‘ v ‘ { 
nized feed roller svster the Standard without re-entry ene! t ‘ Vnothe 
Rocket offers an effeet ( method for feature s the eusvV-to-re ! he 
feeding paper without vaste \nother sequence t gures. Just the t 
feature never before offered by Standars ean, Mtipler and ! er that 
on the low price models is tl micromat ic rade pear on tl tay ‘ n¢ 
adjustment, now regu I ePOuULlp ent or As i posit ‘ nroot ; , \! 
luplicated cCOp on the sheet Througt ever that enables users t rie 
this ability t Co pensnte for any ’ f } it " ' j bee 
accuracies in printe forms, further eco tion, iltipl ition, ad . , re 
nomy and versat tv are achieve Phi 

familiar fluid bottle, heretofore lent 


fied with the Standard SW Model which 


the Rocket repl Ces, uv es way to i 
greater capacity fluid reservoir mounted 
between the riewalls of the Rocket 


This provides longer running time with 
fewer stops to renew the fluid supply 


The Rocket will handle varving we ohts 





of paper ar eard stoek and s well 

“adapted for feeding post cards It ean 

duplicate to the very top of the leading 

edge of copy paper or post ecard stock 

ae oe < required. Handle opes 

ates na cloekwise direction The Stan 

ird Rocket has been sturdils onstructed 

to give many vears of trouble-free ser 

ce, Sidewalls are rugged steel. Plast 

shrouds which eover mo ing parts, al ba nes The Select-O) Mat ! t 

give a streamlined look, resist wear and which Victor ntroduced al + a 

abrasion. Machine has a reset copy ago will be tandard equipment 

counter, Literature fro above a ress these machine I} r 

iomatic totais ar Ib-tot 
FIGURING MACHINE epressing the vn? +) 

Vietor Adding Machine Co., Gi) N total ke “treat ned peal 

Rockwell St., Chicago 18, 1 tikes the pact light weight, large 

Mult-O-Matie higuring machine whi pon . { r ' 

permits completely automatic tipl fast operation lt 
ation on printed tape. Machine has a nute re me or the i : 
ngle, simplified keyboard designed for! engineere 

ise of operation Operators can lear: pr Priced at 4 

; a mint comp figure roblen 

ery quickly, using the same easy-t COMPOSITION PAPER 
rn one-hand operatior character t kt pl ( ( he . | 
f Vietor 10-ke wiels It per 1 1 ! \ Ne rh 

rators, for « t run proble No ( ‘ ( 
nd ret Ni totn _ ft r ! rther ! priie i \ il | ‘ ‘ 

” ‘ nating thie need Tor re-enter ! t ‘ ‘ 

| hgures ! a ny tra sift ! ‘ ri ! I ‘ 

rrors, | pp vith a ‘ t ‘ et } 
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OFFSET CORRECTION FLUID 
ototvpe In 14 Loseoe Chicago 
STENCIL, PLATE FILE : = iat (dle 
‘ ‘ ‘ fies Ine { 


ed 0 


INK-WRITING PENCIL 


‘ i ( ry Mount Vernor 


mall pen 


RELIANCE PENCIL CORPORATION * Mown! Vernon, New Yort, USA 
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REMOTE DICTATION 


Dietat 


HOT & COLD WATER DISPENSER 


Town St 
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COLLATOR 


tors, Inc., Dept. 


N. ¥ 


Pable-Top 
an 


oniv in 


Pik Orrick February. 


1955 





AIR CLEANER 
Mts On, Wa 
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FOR All NOISY 
OFFICE MACHINES 





NOISE is the most costly problem in offices! 


l 


1s Results guaranteed—Or You Do Not Pay! 
Tt Write today for details. Give machines, 
makes, models you use and measurements. 










2 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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The B D C mimeograph produces the kind of copies often referred to as 
printing press quality. Each character is clean and sharp. There are no 
ragged, feathery outlines that typify ordinary mimeograph work. The 
secret is the unique B D C design that has revolutionized mimeograph 
standards. Similar to a printing press, the B D C uses the same kind of ink 
printers use—a heavy paste that cannot flow or spread or feather. Because 
this quality result is inherent in the machine and ink, any office workey gets 
printing press quality routinely — yet always stays clean because the B D C 
can’t leak. Write for complete information. Bohn Duplicator Corporation, 
144 Fourth Avenue, New York 16, New York. 
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| nt M ré 1] give any 
nel ur uitiy price combination ever 
esire ' re sacle vitl tor 5 band 
at the i ‘ ! ‘ luxtra arye nk pea 
“ tL ‘ iw thousnnd ot rint 
with one inking. Large characte! 
i IN j = ? | os : : : : 3 "ti : 
i spot price mina quicker Por Taste 
| 


ve address, 


PAPER MICROFILM RECORDS 


Hall & MeChesney Ine Dr 91, Svra 


s s , * ' ‘ . , * y ‘ 
no wiring! cuse, N Y., makes Microstrip whicl 


eonverts rol microhih records to eards 


no installation! §— 2s Hing. This eliminates nm 


cating a reel 


lesired iocument on 


Here is the Bogen 2-way inter-com | 0°" ("One 
that requires no wiring or instal- 
lation. Just plug the stations into 
any electrical outlet, and your sys- 
tem is ready to save you countless 
hours of walking and waiting! 
Complete: $95.00. Write today for 
literature. 


Bogen 


TWIN 
WIRELESS 
INTER-COM 


MAIL THIS COUPON TODAY! 








i 4 

' DAVID BOGEN CO., INC., Dept. HB ' relate uine IT ( 

| 29 Ninth Avenue, New York 14, N. Y. ; | om the sam ke ref 

! Send me complete facts on: [] Twin Inter- ! I Inne ‘ I eu 

- om Systen Wired Inter-com Systems, z ence to n I t Microst: 

1 Paging Systems, (] Complete PA Systems 4 i full ngtl } 

~ Nome ; Is made frou hie I ree I} 
§ Compony ' revers de « he Microstrip is treate 
(pew ; | with a plastic adhesive. When it 

' ' tened with Solo al ipplie { 
4 City & Stote rT : 

ARPS Neri: i iper ar per ‘ 
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{nother reason why Hammermill Bond prints better, types better, looks better 


| NY TIME you reorder white or one of We pioneered the use of this costly tech 
- the 12 Hammermill Bond colors. you get nique bec ause it’s the only wav to be sure 
a match for the shade you first «e lected, you get the shade of paper you expect, or 


maybe months ago. der after order. It’s just one of the hun 


A sample of each new Hammermill color dreds of quality controls that make Hammer 
is put into a scientific instrument, the spec mill Bond (1) print better, (2) type better 
trophotometer A beam of light, broken into (3) look better. You'll find ofhice work goes 
a spectrum, sorts out the separate hues in more smoothly when you choose Hammer 
the new color Phen mill Bond for your 


both wavelength and business printing 


amount of each hue . . . y of hustness 
aeeenonied a bie Rainbowin black and white 2.2.07. 
papers uherever you see 


and white on a graph the Guild shield 


to provide a perma. helps Hammermill match om « princers un 
k i 


nent record for chee dow. Hammermill wate 
GUILD 


Paper Company 


ing future samples. colors exactly eee Sake ee 


Erie 6, Pa. 





.-syet (Mim ERM) 
ODI on 


. 

‘ 

\ and actually less than many other watermarked papers 
lle pace 4 
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Cnn)” 
MAIL ROOM and COLLATING 


CATALOG 


CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends congestion, 
handles larger quantities of mail in less time. 
Used in the majority of U. S. Post Offices, 
and in leading firms, universities and insti- 


tutions. It's the answer 
esssa2 


-<<-=" 
-—--—-—-— 
if 


to your need for fast, 


———K—e = 


efficient mail handling! acd ed Se 

| J 
SIZES AND DESIGNS ee URRY, 
FOR EVERY REQUIREMENT t+ ; 


MAIL THIS COUPON NOW! 


| consis Wood Products Division, Dept.OA 
The American Hardware Corporation | 
Hornell, New York 





Send illustrated literature and prices on | 
Corbin Mail Room and Collating Equip- 


| 

| ment and related products. | 

| ST cssiidnadiusictananisipinnieibantsldsisaivessinetanteviussandion | 
I isc dlacblitainbisiclaiasemuanenibed soe 

ER ZONE.......... 

] GT ATE .cccoccocccecovccevece pesasinaduieenentnbene qeneenennie - | 





flexible bond. Filing the Microstrip 
mages on record cards is as easy 4s 

ng postage stamps, and 50 pages 
or re re in f hied ona “x5” eard. 
Cards can be filed in any type of filing 
‘ e I M crostrip records 
added at ar time, Several readers on 
the market enlarge Microstrip reeords 
to rigina ZA Illustrated literature 
and actual samples of Microstrip are 
tree fT! ibove address, 


TAB CARD FILES 


Underwood Corp., 1 Parl Ave., New 
York 16, N. Y., announced two sliding 
rawer file cabinets designed for Under 
vood Samas 21 and 40 column punched 


cards ¢ usively. Featuring a 
the 


matter 


new pos 
itive action 


vive proper 


compressor, 


cabinets 


protection no how 





cards 


many are in the tray. An im- 
proved tray design with handles at both 
ends facilitates and a _ ball 


bearing balanced suspension cradle-type 


handling, 


drawer means card trays can be removed 
or viewed at a glance for quick refer- 
ence in hand The 


filing operations, 
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This “free” file-folder kit will show you... 


How to simplify your 
shipping paperwork 


Cost-conscious firms have discovered that 
the key to efficient shipping and packaging 
operation is a fast, low-cost system for 
addressing and marking containers. That's 
exactly what this File-Folder Kit is about 

Described and illustrated are systems 
that make shipment addressing and prod- 
uct identification marking faster, cheaper 
and more accurate. You'll see how address- 
ing operations can be tied-in with the prep- 
aration of shipping paperwork, and how the 





entire chain of events leading to the address 
ing and marking of your shipments can 
be streamlined. And there are also product 
samples that you can try out! 


Never before has so much factual infor- 
mation been offered on this important sub- 
ject—and it's all yours without charge or 
obligation. Make sure you get your Weber 
Label and Marking Systems File-Folder 
Kit right away! Simply fill out the coupon 
below and mail—today! 


NOTHING LIKE IT EVER BEFORE! Not a catalog of products, 


but a file folder of systems created to streamline shipment addressing 


and marking, and simplify shipping paperwork 


label and marking systems 
Division of Weber Addressing Machine Co. 


Mount Prospect, Illinois 


Phone: CLearbrook 3-2405 


OC) Please send me a Label and Weber Label and Marking Systems 


Marking Systems File-Folder 
Kit. 


0 Also, we would like to talk Company 
to your representative as soon =| ndividual 
as possible about improving our 

shipment addressing and mark- Address 
ing operations, and simplifying 

our paperwork 
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Dept. 8B, Mount Prospect, Illinois 


Title 











Worden 


finest quality ... 
WOOD OFFICE FURNITURE 









260 OH Desk 
66" x 42" 


DESKS - GHAIRS 
BOOKCASES - TABLES 


242 ST Desk 42" x 32" 
Patent No. 2133807 





A WORDEN SECRA-TYPE DESK 


IS AN 
ECONOMICAL, SPACE SAVING DESK OF 
HIGH QUALITY CONSTRUCTION. 


x wk * 


WRITE FOR CATALOG AND INFORMA- 
TION ON THE COMPLETE WORDEN LINE 


the 


WORDEN company 


HOLLAND 


MICHIGAN 
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cabinets, of specially braced welded stee! 


construction, are finished in a new shade 
for tabulating tee furniture, Samas 
steel gray, with bright metal trim. Both 
models offer SaVINgS In floorspace. The 
C235 holds more than 11,700 21-column 
ecards per cubic fé and over 29,300 21 
column cards per square foot. Model 
(439 holds more than 8,600 40-column 
cards per cubie foot and more than 37, 
700 40-eolumn cards per square foot. 
\dvanced design label holders are just 
the right size to use a section of a 2] 
or 40 column to identify the tray. One 
odel comes with a high quality gray 


ean he 


both 


desk-side 


linoleut top and cabinets 


used as attractive files. 


STENO BOOKS 


Maple Leaf Mfg. Co., Dept. C, Empire 


State Building, New York 1, N. Y., 
makes Maple Leaf Steno Books with a 
better quality paper which is_ ideal 
for pen or pencil. Paper can be had in 
white or green tinted, Sheets are care 
fully ruled and the attractive covers 





for 
standing the 
Maple Leaf 


complete 


have rubber treated 
the 
book up 


Steno 


non slip edges 


user’s convenience in 
for 
300ks 


with 


transcription. 


are made in a 


line Gregg, Pitman or intermedi 


ate ruling. A sample in choice of ruling 


can be had for 25¢c from above address. 
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STATE FARM 


INSURANCE 


" Saltonal Accounting Machines save us $96,000 


a year... return 89% annually on our investment!’’ 
—STATE FARM INSURANCE COMPANIES,* Bloomington, Illinois ‘First in Automobile Insurance” 


“‘A constant search for efficient accounting procedures is an 
important part of our business. 

“Therefore, we invested $109,000 in National Accounting 
Machines. They have returned amazing dividends. Nationals 
save us $96,000 every year—a return of 89% annually 

“Careful attention to administrative details and operating 
costs helps us assure low-cost insurance and our position of 
‘insuring more automobiles 
than any company 


cthrs NK 
in the world.’ 


President, State Farm Mutual 
Automobile Insurance Company 


*State Farm Mutual Automobile Insurance Co. - State Farm Life 
Insurance Company State Farm Fire and Casualty Company 


THE NATIONAL CASH REGISTER COMPANY, parton 9, on10 


949 OFFICES IN 94 COUNTRIES 
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In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your 
nearby National man will gladly 
show how much you can save—and 
why your operators will be happier. 


*TRADE MARK OEG VG. Pat. OFF. 



















FLUID DUPLICATORS 


GUARANTEED 
PERFORMANCE! 


12 Precision-built 
Models to choose from 


... $95 to $910 Plus Tax 


PLUS a Complete Line 
of Quality Supplies! 


MAIL COUPON TODAY! 





7844 W. Hicks St., Milwaukee 14, Wis. 


| 

Please send me illustrated folders and com- 
| plete information on REX-O-graph Fluid 
| Duplicators and the name of my REX-O- 
| graph Dealer. 
| 

| 

| 

| 


ADDRESS 


CITY & STATE 


| 
[ 
| 
! 
I 
NAME ; 
! 
| 
J 
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CYCLE BILLING DESK 
Diebold, Ine., 910 Mulberry Road, 


ton A Ohio makes 


desk, but ars split so they can be re 

ved as I l or separate trays, 
Thus, the new es s equipped with 
1S short travs neluding the five short 
tra ! the 1 tier The Diebold 5 
Wide Split-Tray Desk was designed to 
ut ze the multiple short travs. Based 
n the nationw experience gained 
while aking improvement studies for 
( billing operations and their cost 
reduction, short trays make sub-eyele 
eontrols DY trays natural and effee 
tive. They make division of work on 
peakload ! S pract cal. They limit the 
number of accounts removed from desk 
for posting and reduce out-of-file time. 
They speed posting proof with sub-con 
trols. By smoothing flow of work, this 
split-tray desk enables unit operators 
to handle with ease the increased ae 
count capacity it provides Short trays 
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Famous 

the world over 
for instant answers — 
automatically accurate ! 


COMPTOMETER 


Adding-Calculating 
Machines 





More and more, businesses every- 
where are counting on Comptometer 
Adding-Calculating Machines . 

to speed figure work. . . to cut 
profit-wasting time and costs. 
Direct action gives instant 
answers. Three-way control pre 
vents errors--sSignals the 
operator by sight, sound, touch. 
Floating touch speeds work, dual- 
action gives you two machines 

in one. Call your Comptometer 
representative, or fill out and 
return the coupon below. 








* 1715 N. Paulina St., Chicago 22, Illinois . 
‘ Please send me, without obligation or cost, complete infor 
COMPTOMETER ADDING mation about the world-famous COMPTOMETER ADDING “ 
CALCULATING MACHINES e CALCULATING MACHINES , 
are made only by Felt & Nome 
Tarrant Manufacturing C a 
1715 N. Paulina St wOMpeny 
Chicago 22, Ill. Offices in 7 Address e 
principal U.S. cities and 
tee gh ut the world ° City Z State . 
. . . * . > > . . . . . . > . . > . 
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Let the best serve you... 
A REX-ROTARY 
D-270 DUPLICATOR 





You Dial Your Own Inking 


with the revolutionary 


“‘ Hinking Robot’ 


the only stencil duplicator with 
Selecto-Matic Ink Control. 
Everything is controlled automatically 
\ by the “Thinking Robot” .. . you'll mar- 
\vel how the REX-ROTARY magic dial 
yegulates the exact amount of ink for 
Light, Medium or Dark copy without 
supervision .. . how a bell signals when 
it's time to insert @ new sealed ink car- 
tridge—no physical contact with ink 

how it counts and stops automatically 
when the job is completed. 


- 


See for yourself the greater accuracy in 

registration ... how quickly colors can be 

changed by simply wiping off cylinders 

This ig made possible by the new REX. 

ROTARY principle of twin cylinders 

with silk-screen stencil-carriet, which 

eliminates changing of drums and messy "" 
ink-pads. \ 


\ 


© REX-ROTARY NEEDS NO SUPERVISION. 


7: REX- (<OTARY 


19 West 31st Street New York 1,N.Y 
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kee p the 


weight of loaded trays within 
legal limits. This is Important becauss 
more states are initiating legislation 
which limits the load-lifting maximum 
for female employees. Diebold offers 


many options and accessories to meet ir 
dividual eycle billing situations. 
the desk 
equipped with either of their 
Line o1 designed 

Flex-Blok. 


abov e 


For ex 


an ple, new cycle ean he 


trays: \V 
air-frame aluminum 


Descriptive literature from 


address, 


SWIVEL CHAIR 


Maso Steel Products, 53 W. Jackson 
Blvd., Chieago 4, Tll., makes the No. 
J000 All Steel Swivel Chair, deseribed 
as a more comfortable office arm chair 
with better appearance, greater endur 
ance. A special feature is the saddle 


which is 
restful 


shape seat contour vented to 


prov ide relaxation, yet promote 





correct Klastie 


eooler 


Perforated 
upholstery 


posture, 
Naugahyde permits 
A choice of other upholstery is 
different 
which to 


seating. 
also basic metal 
The back 
has bumper pads to prevent damage to 
chair or The All Steel 
Arm Chair is an economical saddle shape 
chair. Full 


dress. 


available. Six 


finishes from select. 


walls. Swivel 


information from above ad 
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“Full day’s work done 
in 10 minutes with 
Verifax Copier” 


Mr. Dighy Chandler, 
President, Anninand Co., 
New York, N. Y. 


It used to take a typist an 
hour and three-quarters 
to retype a government 
bid. Another half-hour 


was lost proofreading 





with a second girl. Four 
bids a day was tops for the fastest 
typist. Now, with a Kodak Verifax 
this amount of work is 
impossible as it 
In less 
on this one use 
$240 cost. 








Copi r, 
done unds Ih 
10 minutes than three 
weeks the 


exceed d the 


Savings 


alone 


3 copies made 
in | minute— 
less than 4¢ each 


a Verifax Copier 
No 
fuss. Just one simple unit... and it’s 
only $240. Often pays for itself in one 
month or less 


Anyone can operate 


~ even under fluorescent lighting 


Illustrated folde r gives details on the 
Verifax copying method 


--——MAIL COUPON TODAY-~--=-= 
Eastman Kodak Company 
Industrial Photographic Div. 
Rochester 4, N.Y. 

Send free copy of Verifax folder and 
Verifax dealer 





names of near-by 
Name 
( ompany 
Street 


City 
Vr ‘ 
change without 

















NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW ” Bamba 10 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 















YOUR PAPERS 
GO IN HERE 






y UNREADABLE 
SHREDS COME 
OUT HERE 


tie SHREDMASTER 
7, fore Gon 


A Division ef Seif Winding Clock Company, inc 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 
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SHELF FILES 


W. R. Ames Co., 150 Hooper St., San 
Frar 7. Calif S ded shel 
Ti i gy 1) g for use 1n 
at ' i Tf r k pe até shely 
ng \ } i i for the stor 
ipe if V pe eT wl ch will 
not star ions ( n standar 
ehe ng [sec t lrawel type 
| ng abinets, a lé ncerease 
the storage “} I i yy I floor 
area ta hst reduced ¢ t per 
f ng ir } \ gy reit I t 





iy i I re i 

rat nd jess tiring than conventiona 
y tices Ames divide 
terchangeable with 

i makes Of bracket-type 
‘ \vailable in 10” and 12” depths, 
the shelves are adjustable on the slotted 
uprights at 1” vertical intervals. Shelf 
ders are also adjustable on 1” cen 
ters horizontally along the shelf. The 
vertical dividers hold material in an up 
right position and prevent folders fror 
becoming too tightly packed Dividers 
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ee 


\>= 


Yel ike its Handling L386 and. Speed of Reference! 
NATIONALS —** * eminent 


covers are hinged and drop down to act as 


New Portable Posting Tray a base when tray is in use. There’s a ‘V” 


opening for easy posting, and a tumbler 





for Smaller Installations keylock. This reasonably priced tray will 
por: soon pay for itself in the time and space it 
GENERAL LEDGER saves! See your National stationer 


. 

e ACCOUNTS PAYABLE 
e@ MORTGAGE RECORDS 
° 
+ 





QUICK FACTS 
PERSONNEL RECORDS 














Capacity 300 sheets 32 wh ledger 
PAYROLL EARNINGS RECORDS 3” filing copacity 
Four sheet sizes 
T42. KID US 6x10 64x10 7all BA») 
This NEW tray is designed to house a 
smaller number of accounts in the least uf 
: 4aTi ores) 
possible space . or larger installations 
may be broken down into smaller units for NATIONAL BLANK BOOK 
faster reference and ease in handling COMPANY 
Finish is Gray Hammertone with con- Holyoke, Massachusetts - Dealers Everywhere 
trasting red base modernistic design 
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on 10” shelving are g’ high: on 12” 


How you can get iteten ae F - 
CLOTH NUMBERER 


igh Illustrated litera 

SHARPER COPIES 
3ates Mfg. Co., Orange, N. J., makes 
FASTER On your the Bates Shade Marker for numbering 


cloth. It is used by garment manufac 
turers to number the different cloth 


DIRECT PRINT parts of a garment so that the finished 
product contains pieces all the same 


THIS NEW MASTER SHEET DOES IT! 


as 


ture from above address. 








i 





shade. The marking machine is light 
Copies come off sharp —and fast when your weight but rugged and takes 38,000 
master sheet is Patapar Translucent Parch poundings a day in some shops. Ma 
ment. Thi special type of Patapar Vegetable , . ‘ t 1) 

‘ e’s oveme 3 ¢ » consec ve, ( 
Parchment has exceptionally clean, even tex mas movemen fe CORSSCETIVS, OUP 
ture with full translucency permitting an licate and repeat. With Style G type 
ntense vertical transmission of ultra violet t is $39.50; with Style W type, $43.50. 
ght. The result i peedier operation and 


A : More nformation from above address. 
formly clear copies 


Patapar Translucent Parchment has a per 


fect irface for printing with regular or PROCESS CAMERA 


opaque inks, for typewritten copy, pen and 
pencil entries, artist’s sketches and drawings Schaefer Industries, iis Rebecea 
\ Gon Wilkinsburg, Pa., if akes the Model 
Cost? Patapar Translucent 100 Scotchman Graphic Arts Camera 
Parchment doesn’t cost which costs only $695. Its film pressure 


— it pays! 


For proof of outstanding performance, write 


on vour busines letterhead for brochure 
taining testing samples. 
Name of nearest distributor on request 


PATERSON PARCHMENT 
PAPER COMPANY 


Bristol, Pennsylvania 
Weat Coast Plant 





































Bryant St san Franciaco 7 


eé (J/iices New York Chicago 
Headquarters For Vegetable Parchment Since 1885 








<> 
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The manual counting and 
imprinting of the many paper items 
necessary in today’s offices and fac 
tories is an expensive operation, 
however hidden the cost! 

Now, with the remarkable elec- 
trically operated Tickometer, this 
expense can be greatly reduced. 

The Tickometer counts up to 1,000 
pieces per minute—labels, slips, tags, 
tickets, 
checks, etc. Gives whole or partial 


cards, currency, 


coupons, 


counts. And it’s so accurate, banks 
PITNEY-BOWES 


Tickometer 


Counting, Imprinting Machine 


Made by the originators of the postage meter 


ar 


... Offices in 94 cities in U.S. and Canada 


THe Orrice 


February, 1955 


Counts 10 times 
\ as fast as you can! 


(Optionally imprints or “rubber stamps” 
at speeds up to 1,000 a minute!) 


use it to count currency! 

The Tickometer can be 

optionally equipped to 
date, code, cancel, “rub 
ber stamp”’ — or otherwise 
imprint, as it counts. Manufacturers 
of food and drug products use it to 
code and date product labels, to 
prevent imitations, and to identify 
origins, inspectors, factory lots 
quickly, unobtrusively, cheaply 

Rented, as well as sold, the Tick 
ometer is serviced from 259 service 
points, coast-to-coast. Call or write 
the nearest Pitney-Bowes 
office for a demonstration. 
Or send the coupon for a 
free illustrated booklet 
and a folder of 


case histories. 





PiTNeY-Bowes, Inc 
3425 Walnut St 


Stamford, Conn 
Send ‘Tickometer booklet 
Send case studies 


Name 


Address 








BILL KEENAN 


EARL HANSON 
Sales Representative Sales Representative 





CORNELIUS M. HERZ 
Produ n M 


G. MAK KEATING PHILO LEONARD f <=. % 
‘ Ket mia ales Representative ; 







| a : 
ino 


4 7 HUGH T. MORGAN PAT PATTERSON q 
‘ Ret nha s Representative 
a 


- 
MRS. ELLIS RYAN PAT WHITESIDES 
Sales Representatse epre 


ale 





MEET THE TEAM who brings you the exclusive EXECUTIVE 


line — the finest in distinctive office furniture . . . first 
choice with discriminating buyers from coast-to-coast. 
Write for the new EXECUTIVE Furniture catalog... and... 


inquiries welcomed for custom made furniture. 





ruRNITURE Y XECUTIVE 
FURNITURE CO. 


2800 VIRGINIA STREET e WICHITA FALLS, TEXAS 
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ae 1 

iv-fl 1 g s ere \ 
tra s ire 1s 24 ( 
signed for use with contact sereens ar 
pre-screened negative material whiel 
allow it to be use hy nexper I 
operators for halftone work It has 
15” W ollensak process ens wit! 
diaphragm adjustable fro arkroo 
side, Reflectors on each side if the 
copyboard house six 250-w ZOO Kelvin 
IAM ps. Automat timer operates g 
and shutter Attachment for phot 
yraph ng transparencies, Xero adapt 


and vacuum film back are optiona I} 
manufacturer will gladly furnish tee] 
in laving « 
Free lite 


tron above add»ress 


data and assist 
facilities. 


erating 


nical 
room rature and 


anual 


KEYTOP PLIERS 
Wilhelm Dreusicke & Co., K.G. Luet 
zowstr. 3, Berlin W35, Germany, manu 
facturers of office machine parts and 


tools, are marketing pliers which det a 


—_ 





and attach keytops from the ke yboar is of 
typewriters with greater « 
facility. 
and No. 
ation is performed with little 
the arms are 
Where plastic 
liquifying the 
heat under the 
ing pliers to functi 


onvenience and 


attaching. The 
effort 


adjustable to fit all sizes 
attached DY 


385 is for oper 


and 


keytops are 
material, a 


detach 


plastie 
levers allows the 


m easily. 
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Plier No. 385 is for detaching 


littie 


tHe KOHLHAAS 
VERT-A-SORT 


GUARANTEES 
... to improve sorting 


...to reduce your 
operating costs 


... to outproduce any 
manual sorter 
on the market 







Send for this FREE 
CIRCULAR! 







aw 


gr? 


‘Ki Te 


on™ 


TODAY! 


Pin to your i 
Company 
Letterhead 


THE Kohl (13 COMPANY 


8012 South Chicago Ave., Chicago 17, il 
Telephone BAyport 1-4433 


— 


r 
! | 
| | 
| | 
| | 
| | 
1 [9 Send us your Informative Circular | 
1 ] Give us name of your Local | 
Representative | 
| Name | 
| | 
| Address | 

| 


City State ; 
and 








SHELF-FILE SYSTEM metal fitting. A metal compressor keeps 





Jaco Co,, 921 Perry Place. N.} Wasl ail papers in order. Binders are made 
ngton 17. DPD. ¢ innounces the Leitz n different capacities. Complete informa 

V Aa | ist fj nao 7 t< for filing or tion from aAnove HOUdaTess 

» _ 
ne ot sonnets 06 ‘Minter eae ol FIGURING MACHINE 

he \ cardboard vitt mets edges for GU G AC 
\ima Office Machine Corp., 164 West 
Zoth St., New York 1, N. Y., announces 

iong wear and easy movement on the 


shelves Papers can be indexed withir 





the binder and the binder’s back is 
also labeled. Any paper can be removed 
or nserted without lifting the sheets the Model M5 Jolson-Everest 10 Key 
filed on top of it because of the arched Adding Calculator which prints decimal! 


Write today for Columbia’s helpful new envelope size guide 


original 
ARISTOCRAT 
style envelope 


® can be printed inside 
and outside in one 
operation can be 
embossed 


® comes in special and 
unusual sizes and colors 


© is ideal for machine 
handling 


complete creative and 
printing service and 
quick delivery on en- 
velopes of all sizes, 
colors, and styles 


COLUMBIA ENVELOPE COMPANY 2013 North Hawthorne $1., Melrose Pork, ti! 
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Now, a compact one piece photocopying machine 
with the versatility of a flat bed printer! 
In seconds it copies anything that you can hold against the glass! 


: Even books, or other material that cannot be passed through the 
slot usually found in photocopiers. 


. Easier to clean—and more economical. The developing tray lifts out 
for simplified cleaning and closes tight when not in use, thus 
. extending the life of the solution. 


Protects from corrosion because of its non-metallic tank. 


Also makes perfect transparencies for use as masters with diazo 
or blueprints or for burning in positive offset plates. 


Compact—Portable. Two sizes, 842” x 14” and 14” x 17” 


; Other Photorapid models: one-piece combination with : 

. ft 14” throat and two-piece models up to 18” x 24”. . 
Ot 

£ Dept. 02,105 Chambers Street, New York 7, N. Y. 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES ° 
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point “automatic ! ‘ 
electe positions It offers 
traction and lit be 


2.-PURPOSE 
PAPER 
PLATE 


FOR 





1LDIAZO DUPLICATING 
2. MULTILITH DUPLICATING 


Make as many clear, sharp 
copies as you like from this trans 
parent pre-printed Replimat mas- 
ter on your Diazo (Bruning or 
Ozalid) equipment. Then you may 
file it away for future use. No 
cleaning of ink, gumming or drying 
necessary. The Replimat paper 
plate remains perfectly clean and 
dry. 

Later, fill-ins may be erased and 
changed whenever you’re ready for 
the final run on your Multilith. 
There’s no need to run the master 
plate twice on the Multilith, with 
its attendant messiness, danger of 
blindness and spoilage. 


SEND FOR FREE SAMPLES OF 
REPLIMAT MASTERS TODAY 


We guarantee to reduce your costs 


The Replimat 
the heart of the 


2-Purpose Paper Plate is 
Replimat One-Write Sys- 
tem. Ideal for sales order forms for food, 
wrocery, liquor and package goods; inven- 
tory, replacement, spare-parts, export and 
import forms, etc We also produce mar- 
ginally punched continuous forms, Teletype 


rolls and all business forms. We will de 
sign an operating system to suit your 
needs. Call for representative now! 


REPLICA corporation 


Uup 


»4 NASSAU STREET NEW YORK 
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lifferent pre 
direet sub 
on ind ered) Daiannee, and has 4a 


bar for shortened positive and negative 

iltiplication with automatie column 
shifting. Operation is simplified through 
the use of one main bar which does 
several operations: adds, subtracts, non 


adds, sub-totals and totals. Handy 00 
and JOU keys plus a speed of 200 printed 
figures per minute combine to save up 
to 50% operating time. Capacity: 10-11. 


Mach machine gets a 10-year guarantee 
on all used parts. Literature from above 
address. 
STAMP PAD 

Phillips Process Co., 192 Mill St., 
Rochester 14, N. ¥ makes Clear-Print 
wood block, indestructible stamp pads 
which contain no cloth or felt. The 
surface will not get soggy or uneven, 
nor become sticky or clogged with lint. 





double 


last 


Clear-Print pads are said to 


the life of ordinary pads and provide 


strong, brilliant and waterproof impres 
sions. Pads are re-inked without muss 
because inks quickly penetrate the sur 
face. The wood block is chemically 


treated with the end grain exposed and 
holds a large amount of ink which comes 


to the surface by capillary attraction 
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Here’s the Duplicator that 
out-performs _. 
them all! 






















> So5 = 







Oft a4 tle UL 
Y 7 ARC NOs 
= ee 


NE 


LIFT-OUT” Rollers snother Copy-rite 
development! just turn the pressure release indicator which shows the “‘setting’’ at all times 
may be raised or lowered from its present 


\\iiF 


ones 1, TL S 
Ziy/yff| pany 
... a really major improvement 
in liquid duplicators .... 


Now for the first time with Margi-Set, you have a liquid 
duplicator with a position contro] that raises or lowers the 
to a full seven lines 





copy from a small fraction of a line 
makes even hair-line registration easy — incorporates a visible 
shows how 


to the “off position ond it’ out one or 
Me teals or much the copy 
can be changed even while the machine is operating 


operates at the touch of a finger but which “locks” in place 


yl! rollers, with your finge 
godgets of any kind required position 


4utomatically 





Here’s a machine you’ve got 
operate, to really appreciate what has been a 


t o t 
oO ee, vot 0 


complished Now, more than ever, Copy-rite 
is your best bet—-in simplicity, in design, ir 
value! Write on your letterhead TODAY! 





‘WOLBER opupticaror & suppty co. 





1217 CORTLAND STREET , CHICAGO 14, ILLINOIS 
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New MONRO::MATIC Duplex 


ll 
- tts yy ‘ity 
, ae 


with If your figure work is t« ugher th in average Say On Invoicing or 
payroll, the Monro+Matic Duplex does more of the work for you... 

ale automatically. If you need a number of simultaneous results, the 
“AUTOMATION Monro*#Matic gives them to you If you want to multiply and add, 
ses or divide and add at the ne time, the Monro#Matic does that for 


° ou, too! 
it adds ty 


to feeding figures pushing buttons 


In short, the Monro#Matic Duplex reduces figure work 


° | " lj Its extraordinary utility, its versatility begin where other calcu- 
as if mu tip 1esS... lators leave off because the Monro#Matic Duplex alone puts the 


. ce modern industrial miracle of Automation to work for you on 
adds as it divides. ‘ 


your figuring problems. There’s more automatic operation in the 


and stores the Monro#Matic Duplex than in any other calculator ever built. Ask 


your Man from Monroe for the whole story. It won’t cost you a cent! 
answers for yo u i Monroe Cokuleting Mochine Company, In. General Offices, Orenge, W. J. Branches Everywhere 


“MONROE~ 














t ‘ ust he right a ul Hber 
tamips M No l, 2 and 7 
sizes at $1, $1.25, $2.25 and $1.10. Illus 
trated folder from above address; free 


iuaphes: to dealers So that’s how you do it 
SWIVEL CHAIRS ~—with AW.FABER 


Precision Mfg. Co., 831 Chieago Ave 


Ie anston, Ill... makes Ventilated Swivel ERASERSTIK! 
Chairs which are nexpensive and bad 
Oy 


guaranteed for five vears. Available in 

stenographie and clerical models, chairs a Mi 
have Seng swivel and tilt mechanisms, 

noiseless Nvlor bearings and double 

row ball bearing hooded casters with 

2” wheels. Tubular stee! Trame comes 

n ff-proof i hrome hij 

I tf lacque m bonderized 





The neatest trick a new 
Typist or Secretary can 
learn is the EraserStik 
habit. 

You'll save yourself 
many bad moments of 
criticism if you make your 
erasures with EraserStik— 
clean and quick, without 
a ghost showing. 

This white-polished 
beauty is encased in wood 
and shaped like a pencil. 
Easily sharpened by pen- 
knife or mechanical sharp- 
ener. With and without 
brush. 

&) You'll turn out cleaner 

letters and win executive 

covered with washable Saran resilient approval if you use Eraser- 
plastic webbing which provides vent Stik. Get some today. 





v.S.A.7099 


ERVICE) 
ERVICE 


U.S.A. 7099 B : | = 


w 
9 














n GRASERSZIK Gs 











lated seat o eomtort. re Hes ean me 
STIR Ps . iy ' “4 re ch - sealife *For best performance 
yrav, green, -ipepnite Drown of bronze expose rubber point lad 

st with webbing in light or dark about 3/16” rr 
green, bronze, dark brown, persimmon, | 7 
maize, black, white, ivorv or gray. The 
executive model llustrated above has 
26" Fibreglas bas n brown or gray, A.W. FABER-CASTELL 
costs $44.95. Write above address for 
teentuce on afl models and free trial PENCIL CO., INC. NEWARK 3. N. J 
offer 
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anal ry 
Now it’s so easy te 


4 4 . 
-r:..0 Hreces to turn out LOS pA 0.1 547 en 

















FILE LABEL HOLDER set r to the file drawer than does 
Charles C. Smith. Inc.. Exe NY, ‘ awer | e. Finishe n no! 
kes the metal No-St P H HL Dla l OZ. t ib re 

which fits into existing be ‘ ' at 

| ny canine il the ‘ 
sa be erg ieee ae vot DISCOUNT TABLES 

L. D. Blehart Co 10 Fiske Place, 

vi Mount Vernon, N. \ publishes the At 

o A-Gla Dis nte hich contains 

% tables oft count fre 2% to 9G Tor 

¢ le to $1 and $1 to $1000, Combinations 

‘ provide dis ints ft 9% to 99%. A 

table or ert ‘ fiscounts to 

one figure so that answer can be located. 

Published on 1 plastic bound 8” x 10 

ecards. my 29 4) th a 10-da 
stooping ¢ { TIME PLANNER 

‘ ra t Wher ré e ¢ 3 gton Associutes, Ine., 230 Parl 

eve t i t noil t position \ve., New Yor 17, N. Y., offers their 

I 1OW iter I ver No ecutive | f Planner, a 23 1] 

Stoop Lal H f t heet folded to 8% 1] il contain 

plastic winde ind nite be ng the 1955 ealendar. Punehed for in 

n pertora ed triy j ping rt t n a ring boot this was orig 

=a] 
° I} 14 
the desk with 4 
h look! Bel 

the custom look! BE—48 

== 
HSI rN. 
\- Sj ~~ ail 


Here is real desk distinction—real 
individual styling that speaks quol- 
ity; construction features that em 
phasize durability. Here too is 
economy thot means something to 
your customer for Wesco has com 
bined low price 
found only 
desks. There is a Fashion-Aire desk 


with features 


in more expensive 
for practically any office purpose 
New York Display and representive 


Arthur Gordon Co. Associated 
206 Lexington Ave., New York 16, N.Y 





Ll oe 

= 
6 ™ 

ere WESTERN MANUFACTURING 
(WESCD COMPANY . 


California Warehouse and representive 









tia oer a See ee 


Texas Warehouse and representive 
(. W. Kuse, 2414 W. Holcombe Bivd 


F. C. Charles, 2436 £. 8th St 


Los Angeles, California Houston 25. Texas 
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sn lana 


"Now it’s $0 ea 
SY 
jeces to turn out 
‘Finest iy sed! “i perfect work !” 
we 





ever b 








"We’re knocking ’em dead 


with our NEW 1-STEP routine!” 


ALUM 


Do away with messy areas usually necessary for processing 0 
Offset Duplicator plates. All you need is a bottle of D.L.G. F | T H 
1-STEP developer to produce perfect plates that will give you 


highest quality printing at lowest cost. For a demonstration that 

® 
will meet with everyone’s approval, call your Alum-O-Lith the double | © 
dealer today. duty plate 


*You use both sides for double economy! 


Call your dealer or write to: Alum-O-Lith, Inc., 5601 Valley Blvd. 


Los Aneoeles 37. Calitarnia 








] Numbering Machine 
(} Jobs go Faster... 





Automatic, all-purpose numbering 


machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest 











WM. A. FORCE be 


ZIO NICHOLS AVENUE, BROOKLYN 8,N.7 


ee ' 4 
K-LINE™ Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 4% 
IN STORAGE 
BINDERS. VARIOUS 


5/16 & %"' HOLES 
EXPANSION UP TO 
7'. INCHES 

Prices with full details on request. 


W. R. KLINE CO. 


1062 Stuyvesant Avenue Irvington 11, N. J. 
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theiz 


nally designed for own staff to 
flay deadlines and note commitments. 
Chlents who saw t asked for copies. 
Now you can have a free copy by writ 


ing above address. 


BOOKLET MACHINE 


J. Curry Mendes Corp., 1 Curry Lane, 


Mass., makes the JCM Vertical 
produces 16 or 32 
page booklets fro: flat sheets in one 


operation. It automatically collates, 


JOZS, 
stitches and folds up to 3,000 finished 
I klet in hour It takes sheets from 
6” x 7%” to 11” x 14” of any weight 
stock from 12 Ib. to 100 Ib. Different 





weights and colors can be mixed in one 
booklet. Either the collating unit or the 
stitching unit can be operated inde 
pendently when desired. Machine stops 


automatically if a sheet is missed or if 
two sheets are picked up. One worker 
Cal OvVerser its operation, The Book 
leteer! s made in 4 and &S-station models 
t 1 ] tte 7D 000 sheets an 
hour kach unit is double powered by 
ly hp and 1 hp motors. Literature from 
il iddress 
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“You use both sides for double economy! 


Call your dealer or write to: Alum-O-Lith, Inc., 5601 Valley Blvd. 


Las Aneoeles 372. Calitarnia 


ic 
the first truly qutomat! 


electric duplicator 


Famous Industrio! ’ 
Designer 
Jean 









Reinecke 


the 


PUSH-BUTTON control for automatic starting and 
stopping makes the new Conqueror Electric Spirit Dup 
licator the first truly automatic spirit duplicator on the 
market. 


Styled by famous Jean Reinecke, the Model 76 

CON UEROX isn't merely a motor added to the highly popular, hand 
operated Model 70, for as you can see, the motor drive 

is not an appendage —- it was carefully considered from 


u 4 he the inception of the Conqueror series. Scientific design, 
and built-in unit construction gives you the sweetest 
mechanism, the most smartly styled, the most versatile 


and efficient office machine you've ever seen. 
Push the button and the motor and feed start operating. 


The last sheet through turns off both feed and motor... 
THE ELECTRIC automatically. And, if you're interested in single sheet 
DUPLICATOR WITH feeding as in systems duplicating, there's a feed lock- 
out, and a single revolution of the cylinder is obtained 
ALL THE FEATURES... by merely pressing push-button. Spirit of ‘76 duplicating 





is completely effortless .. . at this low price it's a natura] 
for any office, school, church or institution 


— 














ay Nias , 
/ ‘ \. The HEYER Corporation 
—— \ 1821 S. Kostner Ave., 
k bas } Chicago 23, Dlinois 
: ng / Famous jn 
a Duplicating 
—— oo for over 
VISIBLE FLUID SUPPLY — You ADUSTABLE PRESSURE CON. ROTARY FEED—Electricolly op 50 years 
olwoys know level of fluid ir TROL — Assures moximum copy erated, rips the copies through 
tonk, no pumps or rubber hoses runs of olways brilliant copies in perfect registratior poper 
to get o ' order Shovid copies lighten, odjust size up to 9 «14 inches 
contro! 
— sei gMetal ne a eee 
ny . Fil 
{ \ \ r; ae 
ROD) | | 
, 4 — 4 } \ 
— ™ = er 
fiuID CONTROL Meowres RAISE AND LOWER CONTROL SULT-IN RESET COUNTER - 
exact w ¢ fluid to peper mple dicling contro Alwoys in view of operoto ’ a 
y kind wheels roises of lowers print on you fun exact number eof copies 6 





ef pope, ony otmospheric con page Forget al! centering tricks vey need 
ditior 








™. « Bunn Tying Machines . . 
time savers and great 


money savers” 


says G. A. Seyfer, Office Mar., 
KIWANIS INTERNATIONAL 





3unn Tying Machines have long 
been used in Kiwanis International’s 
Chicago headquarters for tying 
packages of supplies for shipment 


and for “tying out” mail. In 1% 
seconds and less, each unit is tied 
securely, with a non-slip tamper- 


proof knot. 


Bunn Machines adjust automatically 
to any size or shape... . use the right 
amount of twine each time. 


GET THE WHOLE STORY 


Tying 


save 


Learn how these Bunn 
Machines can 


time, money 


help you 
Write today 





B. H. BUNN CO. Dept. OF-25 


7605 Vincennes Avenue, Chicago 20, Illinois 
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OFFSET STARTING SOLUTION 
(olitho Diy Columbia Ribbon 


& Car 
n Mfg. Co., 95 Herb Hill Glen 


toad, 


e, N. Y., announces Colitho Predamp 
starting solution for direct image paper 
ffset plates It is a Con pletely new 


formulation developed through intensive 


A pplied to the 


tests, 





ad conditions 


jireet image paper plate, it 


the plate surface to readil accept ink 
and fountain solution, resulting in fine, 
sharp, clean copies mediately, This 
new starting solutic green in eolor 
for quick, easy icntification and is use: 
full strength as it vomes from the quart 
or gallon container. 


DICTATION PRACTICE RECORDS 
Herman Miller Diectatior 
W. Olympic Los 


offers a series of intbre 


Reeords, 260] 


Angeles 6, Calif.. 


akable reeords 


solid dicta 


containing 45 minutes o 
Spe eds of 


tion material on each s e at 


from 60 to 150 words per minute in 


l0-wpm steps. Records are 16 2/3 rpn 


and playable on 33 1/3 rpm _ reeorders 


by using an adapter Planned for sup 


plementary sustained dictation practice, 


records cost S. Le each Deseriptive 


literature trou above adadre 
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NOW—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management’s time. 

But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 

Since 1899 Shaw-Walker has been helping business by 
simplifying office work—to speed record keeping 

Shaw-Walker makes everything for the office—except 





rr ll ‘ = oO. , " : Split-second finding is assured 
machines—chairs, desks, Fire-Files, filing cabinets, loose when you uso ene of the olent 
leaf and payroll equipment—each “time-engineered” to Shaw-Walker ‘‘time - engineered” 
hel k h f filing systems. For records of any 
1eip make the most of every minute, every working day kind, for one drawer or 1,000 





, Built Like a The booklet, ‘‘Time and Office Work is packed with ideas for stretching 
j Skyscraper” office time A wealth of information on ‘“‘time-engineered’”’ office sys 
tems and equipment 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 52, Michigan 


Largest Exclusive Makers of Office Furniture 
HAW. ALKE and Filing Equipment in the World 
Executive Offices at Muskegon, Michigan 


Branches, Dealers in All Principal Cities 
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\ just phone 


manpower Sue 


for 


TEMPORARY 
fo HELP! 


Dial your problems away 
Manpower, inc 
all of your temporary and 
peak period problems 








will solve 





and bonded 


MARKET SURVEYS 
FACTORY WORK 


We handle all 


*% CALCULATING gi od - 
* TYPING hence bag ws 
% STENOGRAPHY 4 hours, a 
* ALL TYPES OF seed week, 
OFFICE WORK # mon h or 
*% TELEPHONE “ 
SECRETARIAL SERVICE pe 
% MAILING SERVICE “oie 
* 
* 


ng, payroll, 


ra xee 

taxe et Our rates are 
amazingly low! 
a 

SSSSSSsss, manpower, in 

§ offers ye 1 the 

: ame high 


tandards of 


Write Dept. O55F Manpower, Inc 
Milwaukee 3, Wis., for free booklets 


[] “Get that job done.” 


[ ] “Tax Savings under 
the 1954 Revenue Act." 


ce from 
' 
oast 


serv 
D4 











Over 40 Branches 


Tiga 
Coast to Coast 


Nation's Largest Complete @ a 
Business Service imc. 
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STEEL FURNITURE 


Modern Steeleraft, Ine., Dept. OF-1, 
Fifth Ave., New York 1, N. Y., 

kes tl Prestige Line of steel office 
irniture neluding desks, files and 
tands. Desks are functionally stream 
for secretaries, receptionists, sales 

‘ i general clerical workers. Files 
are made in a variety of stvles ranging 
ro regular 2, and 4 drawer eabi 
ts to combination units containing 
drawers for letters, cards, storage shelves 


cotalag ne 1) 


modern 


the 
Prestige 


Line 





moderna sterterats tae, 109 1ITth evewer. eee verk |. oy 


in a vault compartment with combi 
itior lial lock. Their Efficiency Tray 
Table is a machine stand with a letter 
ay n one side and a regular leaf 
! t! other side. Each item in the 
Steeleraft line is illustrated and fully 
lescribed in their new catalog which 
s designed for more efficient use by 
both consumer and dealer. A binder tab 
within the catalog provides for adding 
new product supple ent sheets. Write 
above address for a free copy of the 
Stee iff ita 


1-STEP OFFSET DEVELOPER 


\lum-O-Lith, I HOl Valley Blvd., 
Los Angeles ’, Calht., are manufae 
turers of D.L.G. 1-Step Pre-sensitized 
Plate Developer, a solution that desen 
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10-KEY OR FULL KEY 


Now Clary offers you both Adding Machine Keyboards! 





Ny 
lg me Clary Multiplier 


Corporation 


Take your choice—they’re both 


handsome, both quiet, with the Sen Gabriel, Calif 
lightest touch imaginable. They 

add, subtract and multiply as fast as 

fingers can fly—the Clary never holds ‘ 

an operator back. All the controls 


are power driven...and she’ll enjoy Ve G 
the miracle of easy division without Fil 


the use of tedious reciprocal tables 

Clary factory branch offices and 

dealers are listed in your yellow pages 

Call for a Clary demonstration in your office... today! 


CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 
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MODERN WOOD BLOCK 
STAMP PAD! ...... 


Weod Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 


! 
| 
Outlives | 
| Pad surface is always flat an 
Two io does not collect lint! . 
Ordinary | 
! 
I 
I 
I 
| 
| 
| 
! 


Ink cannot gush up between 
the type causing a blurred 
impression! 
Impressions are always 
strong, clear, brilliant and 
waterproof! 


Stamp 
Pads 


ink penetrates pad quickly, 
will mot stand on surface as 
with ordinary pad! 


Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


FREE SAMPLES) gladly sent to interested Dealers! 


L. A. PHILLIPS, President 
me yp | a 
we —s 
UL LLL Th 

















sitizes, lacquers and gums in one opera 


tion. According to the manufacturer, 


no water, bowls or extra materials are 




















necessary. The pe rson processing the 
Alum-O-Lith Double Duty plate pours 
a small amount of D.L.G. l-Step on the 

- LITE 

. sty plate 

D.L.G. 

STEP 

Snake wet betore using 
piate and lightly scrubs the entire sur 


face with a fine cellulose sponge. The 
instantly, the 


image appears almost 


plate is wiped down and is 
Alum-O-Lith 
Duty 


are used for long 


ready for 
the press, 
Double 


calls theirs the 
both 


eX cept ional 


plate because sides 
runs of 
quality. Further information from above 


address, 


DEPRECIATION COMPUTER 

Rpeed-O-Cale, Ine., 714 E. Ohio St., 
Pittsburgh 12, Pa., publishes the Bum of 
Digits Depreciation Caleulator for com 
puting depreciation as liberalized by the 
new Internal Revenue Act. The book of 
tables are bound with plastic rings and 
provide the factor for figuring the eor 
rect depreciation for any period from 1 


to 12 months in the years of life which 


are nost used, Price $3.50, 
FLOOR CLEANER 
Fuller Brush Co Hartford Conn.. 
makes Fu lelear tt synthetic deterge nt 
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that reduces eleaning time on wood, pletely strips old wa nm solu 

conerete, terrazzo, linoleum, asphalt or from 2 to 4 cups in a 10-gal. pail of 
tile composition surfaces as well as walls water, depending on the age ar d thick 
It lowers the expense of floor cleaning, ness of the laver, while i tion of 
95% of which is isually labor cost, be ly cup in a 1l0-gal pit tf watel leans 
cause just one spreading and one rins off soil without removing i Soils 
ny thoroughly cleans floors. When ay oils of wix held tl Suspensior vill not 
plied, Fullelean spreads all over and redeposit. During the single rinsing the 
wets floors quickly. Highly concentrated, detergent solution disappears plete 
the detergent is dissolved in water in vy und instantly into the = rinse ater 
varying amounts, controlling strength No film is left on the floor. Aftet \ 
for the particular job to be done. It con ny, the floor s rendy for eWaNring, 


SELF-GUIDE for TAB CARD FILING 


N T 


—e OD 


PATE 





1. Without SELF-GUIDE, the 


average tabulating card tray 
looks like this 





4. As the notched tab cards 
drop below the rails, the 
un-notched tab cards spring up 


Easily installed 


2. SELF-GUIDE is comprised 
of but four simple, easily 
installed parts 


5. All of the tab cards snugly 
fit the tray, with the guides 
evenly and easily visible 





3. To notch cards for 
SELF-GUIDE, this corner 


cutter is used 





6. Converted to SELF-GUIDE, 
this tab card tray has 
come alive! 





SELF-GUIDE 


‘speeds tab card reference! At-a- 
glance selection saves time and filing 
costs, and increases efficiency! 


Send NOW for FREE details! 
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WASSELL ORGANIZATION, INC. 
WESTPORT, CONNECTICUT 
NAME 
TITLE 
COMPANY 
ADDRESS 
CITY ZONE STATE 
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where old wa» has be en removed. Of 











neariy neutral AlKALINITY, Fullclean 
works on soil of both acid and alkaline 
Service-Wise derivation. It is effective in both hard 
dealers count on and soft water 4 chart that shows how 
to use Fullelean on various types of 
$ floors with suggested cleaning schedule 
W fate hang 
HIPMAN ARD for each type, on a daily and periodic 
basis, is free from above address. 
— 
for the QUICK SERVICE that enables them FORMS WRITING STAND 
to give their customers better service on , 
EVERYTHING IN THE OFFICE MACHINE FIELD! Dillon-Ford & Co., 154 Nassau St., 
SERVICES New York 38, N. Y., announces a Type 
writer Table with Packholder and Re 


Platen Recoverin Rubber | B. f 
es , fold Tray rigidly made of heavy gauge 

7 ; 

steel welded to withstand strain of elec 


Feed Roll Recovering .. . Cork Platen 


tric typewriters, accounting and billing 
and Feed Roll Recovering . . . Refin- machines. The table is arranged so that 
fp ne a packholde rs, refold trays, extension tops, 


ishing (Wrinkle Hammerloid 
Ename Welding .. . Retyping 
Chrome and Nickel Plating. 


ELECTRIC TYPEWRITER REBUILDING SERVICE 
Ae REBUILT ELECTRIC TYPEWRITERS 
NEW OFFICE MACHINES 


Portable Typewriters . . . Adding 
Machines . . . Cashiers. 


PARTS and SUPPLIES 


Replacement Parts 




















... Shop Supplies .. . Ribbons 

“— Carbon Paper 

Office Machine Stands 
Dust Covers. 


For complete details on 
all supplies and services, 
WRITE FOR FREE CATALOG +74! 


I'SHIPMAN-WARD MFG. CO. 


Main Office. 325 N. Wells St., Chicago 10, Ill 





. Tools | 







Se 

















work trays and personal compartment 





can be attached or removed as required. 









It is illustrated here equipped with a 











BRANCHES AND AGENCIES pack holder and a refold trav for max) 


e Shipman-Ward « Crescent T \ 
Mfg. Co. Co. ceed nium output of continuous forms, Finished 
425 W. Wainut St 407 St. Charles St } t 
Springfield, Missouri New Orleans 12, La. n heat-set gravy crackle with other colors 
Cleveland Typewriter Co. « 0’ Donnell-Brennan available. Table’s 52” 14h’ top 18 26" 
1709 Euclid Ave. 3235 Pawelton Ave } } 
Cleveland 15, Ohio Philadelphia 4, Pa. high. Height with refoWl tray and pack 


e Randmar Pilatens & Parts Ltd 
46 St. James St. West 
Montreal, Quebec, Canada 


holder s 37° Dk pth it bottom of legs is 





requiring 26" x Za” ot floorspace. 


More nformation from above address. 
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NEW « FASTER - 


EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 






The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into !/,” strips—in seconds. Machine is a 
typewriter-size, portable desk model with full !/, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 





INDUSTRIAL SHREDDER & CUTTER CO. 





103 MILL STREET SALEM, OHIO 


gh Talk About Solving 
"| Operating 

..2 Cost Problems? 
“v. You Bet! 


Dealers and Manufacturers will not only talk about these problems but 
supply the solutions as well at: 


NOFA’s Ninth Annual Convention-Exhibit 
Conrad Hilton Hotel Chicago, Ill. 
| MARCH 20-23, 1955 | 














Complete Member Registration (Including 3 luncheons & banquet $22.50) 
Complete Non-Member Registration (Including 3 luncheons & banquet $27.00) 


WRITE OR WIRE TODAY! 


National Office Furniture Association 


327 South LaSalle Street Chicago 4, Iilinois 
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“=. of the Office 





Annual Microfilm Meeting 
The Ni Microfilm Assn. 
meeting at the 
March 


papers 


will 


Boston, 

Teature 

status, use 

luction tecl 
nicrotransparencies 
cro-opaques micro 
techniques, applications, 


equipment and experience will be dis 
eussed ane llustrated, A 


exhibit o! 


( omprehe nsive 
accessories and 


exhibi 


equipment, 
supplies is planned. Prospective 


tors may secure complete information 
from Joseph Curtin, general convention 
chairman, 806 Massachusetts Av 
Mass. Adi 
blanks me be obtained from 
D. Tate, ¢ secretary, 


ett ve., Hingham, Mass 


bridge 39, ance registration 


Verno! 


kecutive 19 Lafay 


Integrated Data Workshop 


An integrated data processing sys 


where business firms 


ns workshop, 


! 

pre-test systems over 
achines, bas been set up 
Dayton, 


interested need only es 


Standard 
kirms 


tablish the areas to he 


Register Co. in 


covered and 
the end result desired Then Standard’s 


analysts and systems specialists, and 
the firn 


tails of 


ves, work out de 
Standard’s 


representati 
forms 


designers up the necessary forms 


for each step and the system is ready 


for an actual test run on Flexowriters, 


teletypew riters, te leprinters, tape to-cara 


machines, and other producing de 
Mechanical 


has been supplied by 


tape 
vices which may be required 
equipment manu 


facturers and suppliers of machines ar 
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Facilities of the 
without 


Lransmissior i? vices 


workshop are offered charge. 
Reservations may be made by 
Market Dept., 


Register Co., Dayton 1, Ohio 


writing 


Development Standard 


CIA Names Peirce 


James L l 


. president and 
Dick Co., was appointed 
chairman t! executive committee 


of Controllers Institute of America. 
Wavland 8&8. 


K nox —0.,. Was 


Bowser, controller, Blaw 


renamed chairman of 


the institute’s social security committee. 


AMA Workshop in Dallas 
Workshop SPCTHNINA on 


uent will be held by 
Assn. for the first time at the 
Hotel Dallas, March 7-9. Sub 


ts will include office equipment, qual 


office ma nape 
American Man 


agement 


Saker, 


W. B. Worthington, 
Hughes Aircraft Co., 


ing the organization 
Fort Worth Chapter of Systems & Procedures 


chief systems engineer, 
Tucson, Ariz., address- 
meeting of the Dallas 
Assn. of America of which Al Edwards 
(center) was appointed president pro-tem. 
At right is W. C. Gill, office manager 
Douglas Aircraft Co., Tulsa, Okla. 


Tue Orrice—February, 1955 








NOW with Self 


Adjusting Paper Feed 4 


—Keeps tope cligned 


at all times! 


‘ fis: fee iy 1, J s f pigs Reeds a) r ii “A “4 
~ 4 . » ’ | 4 ‘ ivaa 
vala = gee el . oe "ta 4 Hart he 
Sali, SAAT Wilt, Se raid At A ah 


and here’s why: Sensational! That's the only word to describe the all- 


new REGNA Adding Machine! Streamlined as the 
newest cars .. . so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 


@ models with or without direct 
subtraction available 
revolutionary years-chead styling 
Swedish steel assembly . 

Swiss precision counters 
fully automatic safety keyboard 


. ‘ sath 
ciphers printed automatically at such a remarkably low price. It will toke your 
signals for subtract, multiply, . 

Seated endl tated nal customers only minutes to realize that the new 
er Cae oe pre REGNA is their “‘best adding machine buy''! 
correction key clears entire keyboard 
resriaieh ; 
lifetime handle construction REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys | ; ) 175 Fifth Avenue 
trouble-free performance .. . : New York 10, N. Y. 
minimum maintenance Gentlemen 


om Please send more information on the new Regna Adding 


4 CANADA: Regne | fegisters of Canedo advantages of becoming ao Regna Decler 
[een ee etn oS ond _ 
: ~ oe! 9 lana aut Kieg St. W., | 

Address 


ea Py Al City 
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It’s a pleasure ical multi-stati 
When you dictate v > new EX imple to use IT’S A PLEA 
SCRIBE tions of the recording unit 


The EXECUTIVE SCRIBE is the dictation system trolled with fingertip ease 


of the future years ahead of competition By far the most advanced dictation system 


The executive desk sets shown here are the ever devised 
only pieces of equipment that you will ever The EXECUTIVE SCRIBE has a range of acces- 
need in your office. In addition to the alter- sories designed to satisfy the most discrimi- 
natives below, there is an executive desk sta- nating executive. Whether you choose the 
tion Available which eliminates the necessity init with the miracle mike, the telephone 
of holding anything in your hand. You can hand set, or the executive station, we 


work with both hands while you dictate that you will agree that Scribe years 


The EXECUTIVE SCRIBE i flexible, econom- Try a Scribe without obligation 


SCRIBE CORPORATION, 5024 WEST MADISON, CHICAGO 44, ILL. 


SALES AND SERVICE FROM COAST TO COAST 
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pianning and supe 


sion Additional ottce management 
subiects will be covered in New York on 
Mareh 28-30, April 11-13 and 25-27, May 
16-18, June 2O0-! \ 
the progran 
Managen 

New York 


1 1 \ 
nookiet lescriping 


N.Y.U. Office Courses 
New York 

Institute 

in Cee 


Oftce 


harles 
of home 

Insurance , 
nelude Offs Machine ‘leetior 
\ppii 
Punche ard Sy sleetronie Equip 


(tice Svs 


Seek Automation for Banks 


tte or sohe atior of 


ndling 0 He ink manage 
COMMISS I eommittes 
tronics ¢ ; avings and mort 
. 


booklet 


Pro 


Executive Fellowships 


Sloan 


Fellowships 
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Manag ny 


Janke rs 


M IT School 
Men orial 


ve Dey 


of Industrial 


elopment Program, 
Management, 50) 
Mass. 


Drive, Cambridge 39, 


World Typing Contest 

International de Secretariat 
World’s Typing Chan 
the 2ist Inter 
Stenography and 


July 27 to Aug 


Institut 
will hold its Ist 
pionship contest during 
Congress of 


Monaco, 


national 


Tvping in 


National Conference 
& Exhibit Calendar 


Office 
Conrad Hiltor 
Marcel 

Western 


Statler 


Management Assn. of Chicago, 
Hotel, Chicago, Feb. 28 


Joint Computer Conference, 

Hotel, Los Angeles, March 1 

National Office Furniture Assn., Conrad 
Hilton Hote Chieago, March 20-23, 

National Microfilm Assn., Sheraton 
Plaza Hotel, Boston, March 24-25 

Southern California Business Show, Bilt 
ore Hotel, Los Angele Apr 

Institute of Internal Auditors, 
Plaza Hotel, Boston, Ma l 

New York Stationery Show, N: 
Hotel, New York, May 15-20 

National Office Management Assn., Kova 
York Hotel, To May 22-26 

National Office Machine Dealers Assn., 
Denver, June 4-29 

National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New York, 
June 19 

National Stationery & Office Equipment 
Assn., (on: Hilt Hote ('} igo, 
jet ] 

National Assn. of Bank Auditors & Con 
trollers, Den ; { 

Systems & Procedures Assn. of America, 

Hote 


ronto, 


er, Oct | 


Sheraton-Ca nu 
10-12 

National Institute of Governmental Pur 
chasing, Shore! Hotel, Wash 
D. ¢ Oct, 16-19 

National Business Show, 69th & 7\Ist 
Regiment Armories, New York (et. 


24-25 


Detroit. Oct. 


nyton 











PINK PLASTIC 
PUTTY... 


of type 
writer type rather than washing 


it into the machine 


thet pulls the dirt out 


4 





Flatten the putty 
by pressing very 
firmly 


Press it on al! of 
the type. Do not 
rub 





Fold the putty 
upward to origi 
nal pyramid shape 





é 
NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes 


NO HARMFUL FUMES to covse headaches 
or colds. 











To moke neot erosures— just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 


Dealers—write for sample and cost 





BUD TYPE CLEANER 
BOK 4644 
12,MARYLAND 


Ld ° 
BALTIMORE 
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Electronic Elevators 


HE 42-story Socony-Vacuum Build 
ing, now construction in New 
York, will be serviced by the largest 

65 stem ol elevators ever in 
an office building, according 
Olson, New York zone man 
Otis Elevator Co. Six banks 
ot without-attendant electronic elevators 
will handle an estimated building popu 
lation ot 7,500 people, in addition to 


under 


automatic 
stalled in 
to Roy ( 
ver Ior 


visitors Elevator banks will be placed 
at strategic locations throughout the 
building, which will cover a two-aer 
square block 

Passengers will be whisked automat 
wally to their floors as they press the 
proper buttons in the elevators. A 
upervising electronic control will dis 


patch el each bank and choose 
for rush and 
36 elevators, 32 


Autotronice without-at 


vators of 
The proper programming 
normal hours Of the 


ne the Ot) 


endant type with automatic program 
elect ic and the other tour will be 
ervice elevator The 36 ears will run 
‘ nearly nine miles « vertical “track.” 

A elevator aqdoo? edges W 1] he 


LeRoy A. Petersen (right), president, Otis 

Elevator Co., shows model of a 10-story 

building with electronic circuits which enable 

elevators to automatically analyze traffic re- 

quirements and select correct operation for 
any situation without human help. 
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equipped with an electronic detector. It 
an obstruction such as a passenger's 
arm enters the field of influence of the 
detector, doors automatically stop and 


reopen. If the closing of doors is 
delayed beyond a reasonable time, a 
buzzer sounds in the car and the doors 
reduced gently but 
firmly nudging the passenger out of the 
entrance. The speed of the new build 
ing’s elevators will range from 500 ft. 
a minute tor the low-rise banks of ears 
to 1,200 ft. a minute tor the high-rise 
group. <A passenger riding express all 
the way will ascend from the lobby to 
the 42nd story in 30 seconds. 
According to 8. EB Musset, Otis sales 
engineer for the New York zone, the 
Soecony-Vacuum Building will cover so 
much ground it had to be considered 
as two separate buildings in planning 
elevator locations. The three-story base 
of the building will cover the entire 
83,000 sq. It. Set back from the base 
are east and west wings rising 14 stories 


close at speed, 


To give adequate and rapid service 


Check the MODEL 500 


New [\-DRESS-R 


Addressing Machine 
5g 










WITH 
AUTOMATIC 
PLATE FEED 


Uses metal plates that change automatically 
Feed hopper capacity 150 plates 

Prints thru a ribbon in consecutive or repeat 
impressions 

Skipper provides for selective addressing 
Makes clear carbon copies 

Takes any size sheet up to 1/4" x {7' 

Listing table can be used 

Speed up to |200 |.P.H 

Embossed plates only 5c each. 48 hour mail 
order service. 


NETTLE MANUFACTURING CO. 
27 Huntington Ave . Boston 16, Mass 
Dealers in principal cities. Send for Circular ‘E’ and 
Free 10-Day Trial Offer 
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“Master” your W-1-D-E 
MASTER & OFFSET NEGATIVE 
Filing Problem! 












with the new 


MIM-E-0 
2066 
“ROLLAWAY” 


Custom- 
made to 
protect 
and store 
up to 400 
Multilith 
No. 2066 
and 
Davidson 
No. 233 
offset 
masters 
and 
negatives 


WORLD'S FINEST storage and protection 
the vertical way that prevents damage to 
your plates and negatives! Special engineer 


in gives you needed filing room and 
satety features you want: all-steel construc 
tion corrosion-proof ventilation’ 


nickel-plated hanger tracks for smoother 
sliding ball-bearing rubber casters for 
easy, quiet movement. Dimensions: 26% x 
19'/. x 28"' high 


Also available in upright 2-drawer style 
that holds up to 1000 masters! 


MIM-E-O STENCIL FILES CO. 


1214-21 W. Chestnut St., Chicago 22, Ill 











' 

' 

MAIL THIS COUPON TODAY! \ 
Please send me full details about MIM-E-0 ' 
£2066 Offset Files 
. i 

Company Nan } 
' 

Addre ' 
' 

cit Z i 
' 

' 

Signe 1 ' 
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A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
814,” wide and 1414” long. 


In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1955 simplified 24-page 
priced catalog, “‘At Your Service.” 


We also manufacture forms 
on N.C.R. paper. 


MODERN 


BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 
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to all lower and upper portions of the 
building, Otis will install banks of three 
low-rise elevators running from the 
lobby to the 4th floor on both the east 
and west sides of the building; a bank 


of five intermediate-rise 


elevators run- 
ning trom the lobby to the 12th floor 
in the east wing; a bank of five inter 
mediate-rise elevators going from the 


lobby to the 11th floor in the west wing; 


eight upper intermediate-rise elevators 
going trom the lobby to the 25th floor 
in the tower, and eight high-rise ele 
vators serving passengers from the 
lobby to the 42nd floor, also in the 
tower. Otis also will install two 4 ft. 


wide escalators to carry passengers up 
and down between the shop-lined con 
course, below street level, and the lobby 
floor. 

The Socony-Vacuum building, at 150 
Fast 42nd St., is the largest commercial 
structure undertaken in New York City 
in a quarter of a century. It 
uled 


is sched 


for completion in the Spring of 


SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 






ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 










i special price 
list today. 








INTERNATIONAL OFFICE APPLIANCES, INC 


HAnover 2-6700 


326 Broadway, W.Y.7,N.Y 
Cable “ADOBOOKAL"’ 
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1956. Pnior to 
largest number of without-attendant 
elevators ordered tor an office building 
was 27 for the Prudential 
Company’s 41-story building in Chicago 
About 80% of the elevators sold by 
Otis in 1953 for office buildings incor 
porated the operatorless 


Socony 


feature, 





(Continued frow } 


The particular number of columns on 
the IBM ecard which are to be 
each entry are pre-set on a plug board 
at the IBM punch. only desired 
numbers and only desired digits of these 
numbers are punched, none of the card 
is wasted and all 80 columns may be 
filled with pertinent data. An inte1 
lock disables the posting machine if for 


read with 


since 


any reason the punch fails to feed a 
new card at the proper time. A pro 
duction version of the  intercoupler 
designed for Lockheed is now being 








her! 


» She GERMPROOFS tele 


sterilizes them 


SHE DOES THIS . . 
phones! She polishes and using an 
exclusive antiseptic 
visible film—keeping phones 
days (Laboratory Tests) 

SHE'S IMPORTANT .. . to 
health! Her service helps 
sore throat, TB, 
Hygienic Phone Service 


which leaves an odorless, in 


hacteria-free for eight 


you and your em-* 


ployees*® prevent spread 
of colds, 
tions, It's been proved 
has reduced absenteeism! 
have found this weekly 
profitable. You will too! 


Phone or write for a representative to call 


HYGIENIC PHONE SERVICE, Inc. 
4 East 43d St... Y. 17, N.Y: MUrray Hill 2.1095 
ALBANY, N PHILADELPHIA. PA 
BOSTON. Mass PITTSBURGH, PA 
NEW RICHMOND, VA 
BALTIMORE, M0 LOS ANGELES, CALIF 


skin and virus infec 


Thousands of companies 
service inexpensive and 








Vacuum, the 


Insurance 
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Start Right Now,,, 


TO LOWER YOUR 
REPRODUCTION COSTS 
with 

the 
RAPID PRINTER 

















2] 
a. 
SITIZED PLATES - 


F 
44)! 
MAKE onto 90 SECONDS 






You can have big 
plane performance in your 
reproduction plant with the 
nuArc Rapid Printer. A com- 
‘onowad enclosed carbon arc 
amp—vacuum frame combina- 
tion that produces better plates quickly, consistently 
Available in 3 sizes, at moderate cost. 


RP-13 13 x 18” $249.00 
RP-17 17 x 24” 298.00 
RP-21 2112 x 25” 385.00 


F.O.B. Chicago 
A COMPLET 
nuArc ACCE 


ge PL LANT WITH 
ESSORIES 





The DT-20 Develop- 
ing Tray comes with 
3 plastic borcles, 2 
sponges, storage facili- 
ties to make place 
making simple. Light- 
weight, portable. Size 
20 x 2114”. 

DT-20 only $27.50 

F.0.B. Chicago 


COMPANY, INC. 
624 S$. Westera Ave., Chicage 12, tI. 


MAIL THIS COUPON TODAY 


J nvArc Co., Inc. i 
i 824 S. Western Ave. i 
Chicago 12, Ill. Dept. No. OF-100 

Gentlemen: i 
I Please send Bulletin No. 230 giving complete in- | 
| formation on the Rapid Printer and accessories. ] 


The nouArc nuLice 
LT-16, portable light 
frame for seetpping, 
Opaquing, finishing of 
pre-sensitized plates. 
Glass top 18 x 20”. 
LT-16 only $85.00 
F.0.B. Chicage 















1 Name Title i 
i Address. i 
1 Company acenmnin hated 





i u City—______ ——— Ell 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent roiling 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


prices 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave 


















Chicago 40, til 


ROBOTYPER * 


CONNECTED TO ANY 
ELECTRIC TYPEWRITER 








produces individually 
typed letters auto 
matically 

Write for information. 


Some areas open for 





representation _— 
ROBOTYPER CORPORATION 
125 E. Allen Street . Hendersonville, N. C. 


“SLIP-ON” LABEL HOLDER 











MAKES EVERY DING BOOK 
A LABEL HOLDER BINDER 





SO-I For |"' Ring Books, 25c ea 


$O-2 For 2"' Ring Books, 35c ea 
SO-I'/2 For I'/2"" Ring Books, 30c ea 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


Gemune Enoraned lelfenoads 
OO 











FREE PROOFS 
FREE DIE 


¢ 
JUST MAIL US YOUR 
LETTERHEAD. PROOF MAIL- 

5 DAYS. NO OBLIGATION, 













ae “4 \ 
ee es 


JJewberry Engraving Co 


801 SO. 20TH STREET -BIRMINGHAM 5, ALABAMA 






Ame rica 


Largest Engraver of Fine Stationery 
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manufactured on special order for other 
concerns and for other posting applica- 
tions. 

Our wedding of machines makes pos 
sible the accomplishment of several ob 
jyectives: 

1. Positive integration of the detailed 


material control ledger with the general 


ledger in accounting, thus eliminating 
costly inventory reconciliations. 
) 


2. A simple means of providing a dé 
tailed input to electronic computing To 
the or the 
function 


complex analysis portion 


3. Inasmuch as the punched cards 
verified with the same source docu 
ments through key punch verification, a 
100% verification of the posting opera 
tion 1s secured, 


are 


t. Maintenance of a complete detailed 
ledger available for random extraction. 


5. Overall cost 


savings are difficult to 
evaluate at this early date. The many 
intangible gains through data integra 


tion and the future possibilities offered 


are considerable. There is a direct sav 
ing, of course, through the greater speed 
and accuracy of the posting machines. 
As to competing with key punch on a 
card-for-eard cost basis, it can only be 
said that with a posting 
speed and multiple shift operation to 
gain the reduction in key punch rental, 
it should be possible to just about break 


even, 


reasonable 


Through the maze of complexities 
which surround the promise of automa 
tion in the data processing field, some 
facts 
One 


are becoming increasingly clear. 
is the absolute necessity for puri 
If erroneous 


information 1s fed into the machine, the 


fication of the input data. 


output will be equally in error. An 
other is the necessity for most cleri 
cal management leaders to learn what 


their basic functions really are and, even 
more important, how to state the prob 
lem clearly so others can understand. 
The office manager or systems man who 
shrugs off a complex function by saying 
it is all a matter of individual judg 
ment simply has not yet learned what 
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and 


the function really 
The statement made in the beginning ling of the drawers 


electronic computing is moving one three-digit division 





proper sequence and the proper label 
1/ the end of this 


2000, S000, 4000, 


pade 


should be re-emphasized to the effect stage, all folders were in order by the 
that this one step 1s not momentous in ast three digits ( T (third digit from 
itself, but rather than it opens the door the end) Vi The whole system nou 
to infinite possibilities tor the tuture comprised 1 / main groups 

The next step toward data integration Each lifting operator was next given 


(approximately 


rapidly. With each move, the way 145 folders in our system) and = in 
becomes a little clearer. structed to break the division down by 
the tTourth digit Irom the end kor 

Shelf Files and example opt rator L-1l was given division 

000. When she completed the breal 
Terminal Digits down she had ten groups: 0000, 1000, 


5000, 6000, T7000. 


(Conmnned rom page } 8000, 9000. This was a tabletop sort as 
of her sorting process had ten divisions approximately only 145 tolders were in 
also sorted on the third digit trom the each divisior With bulky folders it 
end but her separator cards read 00] would have been unwise to try a table 
through 901. The third operator's sepa top sort Leat sorters would have hee 
rator cards read 002 through 902. As most useful in this stage 
each lifting operator completed one All three-digit division vere broken 
two-digit division, she was given the down on the fourth digit in turn \ 
next available two-digit division. Proper the transfer drawers were completed 
control throughout depends on orderly (containing two three-digit divisior 
assembly of the transfer drawers. in each broken down to the fourth digit, 














368 BROADWAY 


My) eK 


MODERN ACCURATE 


Ajax Quick-Sets are designed for the rapid 
change of numbers, letters, etc. from one 
combination to an entirely different one 
Machines are extremely reliable and positive 
in nature. Can be supplied with changeable 
word cylinder, changeable slides or fixed die 
plates. Wheels and plates en 
graved to order with any reading 
yr matter desired 
Locating guides and special plat 
forms for proper registration on 
all kinds of business forms can 
be furnished. 
Send for complete catalog on all 
types of timing, dating and 
numbering machines 
* 


AJAX TIME STAMP CO., INC. 


i-“™—“ 


DEPENDABLE 





Manufacturers NEW YORK 13, N. Y. 
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for type that 
sparkles like 


Wha MM MAME SSS SS 
Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-bive carton on 
your dealer's shelves 


CONTAINS NO CARBON-TETRACHLORIDE 


60¢ at all stationers and typewriter dealers 


What a Tel Kee System Means! 


Besides the convenience of always hav- 
ing smooth working keys available, pro 
ductive time is saved and costly delay 


avoided when you keys can be 
instantly located and remember Tel 
Kee lets you use al! locks—locks that 
are meaningless if their keys are not 


“controlied’’! Write today for Free 


Catalog No. 0-16. 


The MOORE KEY CONTROL 5) s7em: 


P.O. Moore, Inc., 300 Fourth Ave., N.Y. 10, N.Y. 
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a EVERY DESK 


with the new EX paitar 


U.S. Pat. Of. 







Amazing one unit memo , 
organizer ‘‘never forgets 
to remember.’’ 





oxpaditer replaces al! slips of paper 


One 
cluttering the desk Organizes important 
memos and notes in one place. Speeds work! 
Save time! Unit holds 400 slit-apart 
memo perforated at top—up to a half- 
year’s supply. Saves wasteful use of costly 
tationery and forms for memos. Pays for 

elf by promoting efficiency Put an 
i ity aditer on every desk and see for your 

ue Only $8.10 per doz. (minimum order) 

Send No Money! We'll Bill You! 

SAT Pao’ ACTION ASSURED 
Exclusively Sold By (Est, 1937) 
GOODYEAR PRINTING & STATIONERY CO. 
270 Lafayette St., Dept. TF-11, N. Y. 12, N. Y. 


LETTEREN... 


is to carbon paper what 
modern detergents are to soap — 


a faster method of doing 






the office work 


Try LETTEREX! 


Write for detois 
The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, 0.C 
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each tourth digit vroup bemg flageved separating the active ders trom. the 


up DY a numb red s¢ parator ) they were lhactive Lolders | wel net and 
moved lo the assembly area and active tolder group was thet paced ii 
marshalled in order. Operators trom its proper position in the shelving unit 
other work were moved to the assembly until a bolas were -housed \ (ne 
area as the earlier stages finished. Af papers and folders, not within the new 
the end of this stage, all folders were " system, were lleeted, put i rder and 
order hy the last four digits: O0-S7 filed into the new svstem Papers that 
(fourth digit from the end) Vi The could not be d spy ed of were batehed 
whole system nou com prised lt), together and held lor thie none end 
divisions oOperutol Thi Whole ! rey Vils 
The assembly area operators ther cleared and spected 
took each tourth digit group and put Phere are, « course, Variatio ! thie 
them in order on the first two digits; approach = outlined These hole 
replacing them behind the appropriate Basically, however, ever COHVErS1O! 
separator cards The work continued procedure tollows the same pattern. s« 
in order trom the first four-digit ere up, far as the mechanics of the changeover! 
0000, to the last, 9999 {if the end of are concerned, Special compl ties may 
this stage, all folders active and yi he ntroduced ty praed difhieuitye 
active) were n terminal digit order in pecullarities ¢ i ‘ ting en ! 
the transfer drawers volvir ra re-numbering procs lmiita 
Stacking operators (the team vhicl tions of equipment or stall suf when 
had labeled and assembled the crinice the difficulties are taced realistically 
ecards) then checked each completed and with a little ingenuity, it urpri 
group against the terminal register, Ing how they meit awa 





READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
coooooos ALWAYS AT SEE LEVEL ceooeel 


The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. It permits full-length 
inspection and quick access to any one of up to 400 
stencils or 200 plates. The hanger unit, with 50 clips, 
rides on ball bearings. Each clip is on its own rod and 
can be removed without disturbing the others. It's new 
and different. 


DEALER INQUIRIES INVITED 
METAL SPECIALTIES, Incorporated 
2302 Bloyd Avenue, indianapolis 18, indiana 




















Z- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - = 
a . : «< . o 
hee m 
a lene et nD 
: OS = E 
. GASH REGISTERS : 
a For INDEPENDENT Dealers , m 8 
° (Liberal Open Account Terms) —— 2 > 


“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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A. B. Dick Co. Board Changes 


Kdison Dick } heer ppointed chair 

f ! ‘ execut « Corl 

+? | rs tors 1 

Mathe [) | ] } hes pointe 





Mathews Dick, Jr 


Vere ‘ miinates \ B Dic 111, per 
chief executive officer, 5 a 


ecut e eommittes 


KE. W Burbott ar 


former vice chairmen of the board, are 


ice eha ren ot the execut ‘ eon 


Oo par He na been ict ely ASSO 

ite tl ompatr since 19 and 
ha served on the board of rectors tor 
many eurs Mathe s Die Jy ‘ 
president-sal it grandson of the 
roundel 


Moore Executives 
W Norman MeLeod has een elects 


chairman ot the hoard, and Thomas 


Duncanson has been elected 
of Moore { orp 


Moore 


president, 
Ltd., and its subsidiaries, 
Forms, Ine., and F. N. 


Susiness 
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Kent Chandler, 


Burt Company, In Moore was founded 
ISSV) by the ate Samuel J. Moore 

| Al 2 Moore plants are in opera 
! tro! eoust to eoast and throughout 

(‘anada. Sales offices are lor ated in more 
! } ‘ 





riect n la 
‘ ent i ecre 
tur etant 
treasurer ! thre 
{ ~ ne re 
It \V aiter | j 
ena ! oT the 
lected a ‘ 
pre cy Leo 
Y Phomas 
Leonard T. Thomasma 
ay ! Sales I 
ger N ‘ secrelil succeeding Mr. 


Frank H 
rector lected assistant treasurer was 
N. Neides, who is also assistant 
secretary Directors elected = are Mr. 
Dav: Howard F Wolfanger, 


branch plants; and 


Day, personnel 
J pee ph 


superin 


Fred Ek. 


tendent of 


Rudman, manager of the metropolitan 
ales sion, comprising the New York, 
Philadelphia, Jamaica and Newark sales 
oftices Mr. Thomasma was named gen 
! es man er ast March. For 12 
ears prior to that, he wis assistant 
vyeneral saies manager, He joined Todd 
n 1928 as a bank supply salesman. 


Times Faesimile Directors 

\ppointment of three new members to 
the board of 
simile ¢ orp. Was 
Hays 


wholly-owned subsidiary of the 


Times Fae 
Arthur 
president of the 
New 


directors of 
announced by 


Sulzberger, 
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MERCURY PRODUCTS 
ALWAYS IN 
CHAMPIONSHIP,” 

FORM 4" 


4 fi 








r Ss 


7 2 
‘i 


ERS 


L ll 
plicating machin 


Watch your printing department hit new “highs” in 
quality and output with MERCURY-Graph Rollers or 
MERCURY-Lith Rolle and Blanket Made by the 
company who builds the rollers and blankets for the 
world’s largest printing and lithograph presses. And 
built to the same rigid specification by 

methods, and with the same materials! 
premium for this premium quality! 


iit 


RaPi D Ro LLE # co. FEDERAL AT 26TH ST. + CHICAGO 16. ILLINOIS 


EASTERN OFFICE: 800 McCARTER HIGHWAY, NEWARK, NEW JERSEY 


, 
tne ame 


You pay no 
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OFFICE 
MACHINE 


STANDS 
from 


$3450 


GENERAL SPECIFICATIONS: 


Frame 2412" wide, 17%" deep, sim- 
ple elevating device. 3’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 
casters 25%’ depth x 19%" width. 
Top 18x18’. Drop leaf attachable 
either side 16x18”. 


Adjustable Ball Foot as- 
sures stability on uneven 


Shown with the IBM (20” carriage) Roor 


ELECTRIC TYPEWRITER 





GENERAL FEATURES 


Tusco stands can’t copsize. They will Constructed to carry weights far in 
not vibrate. Drop leaf goes on.either excess of typical machines. Life time 
side. Exceptional operator comfori. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 STANLEY AVE., DETROIT 8, MICHIGAN 
DISTRIBUTOR—SOUTHEASTERN STATES 


RICHARD PICKERING COMPANY 


348 PEACHTREE ST. N.E., ATLANTA, GA, 




















York Times ( 
Greenbaum, president, Greenbaum, Wolf 
& Ernst, New York law 
D. Woods, chairman of the 


3oston 


They are Eaward 

George 
First 
Cooley. 


firm; 
board, 
Austin G. 


president and 


Corp., and 


executive vice chief op 
Corp 


In addition to Mr. Sulzberger, who also 


erating officer, Times Facsimile 


is president and publisher of the New 
York Times, other members of the board 
are Julius Ochs Adler, first vice presi 
dent and general manager of The Times; 


Orvil FE. 


and 


ce president of The 
Amory H. Bradford, 
tary of The Times 


Dry foos, 
secre 
Underwood Vice President 


has been appointed 


a vice presi lent of 
| nderwood { orp. 
WwW here he will he 


n charge of manu 
facturing, it was 
announced by P. D 
Wagoner, chairman 
rg the 
company in 1929 as 
a mail clerk, Mr. 
through the as 


sembly, engineering, personnel and manu 





since yO int 


David J. Crombie 


Crombie has advanced 


facturing departments. Before his trans 
fer to New York as 
president in 


assistant to the 


vice charge of manufac 
works 


Hartford 


turing, he served as assistant 


manager at the company’s 


factory. 


The appointment of Graham C, Young 


aS assistant secretary and assistant 


treasurer, was also announced, 
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Royal McBee International 
D. B 


Starrett has 


been named presi 
dent of Royal Me 
Bee International, 


formed di 
Roval Me 
See orp. 


rently Mr. 


a newly 
vision of 
Coneur 
Starrett 
becomes a vice pres 
ident of the parent 
P. M. Zen 
ner president, has 
The 
activities of all interna- 
operations for both Royal 
McBee Co. Mr 
responsible for all 
and the 


subsidiaries 





eon pany, 


D. B. Starrett 


announced, new organization will 
coordinate 
ly pe- 


Starrett 


tional 


writer Co. and 


will be corporate 


sales administration of 


export 
located in 


Nurn 
Prior 


all corporate 
Montreal, Toronto, Paris, London, 
Mexico City 


starrett 


Leiden and 


berg, 


to this appointment Mr was 
Roval 


| n 1915 


senior vice president of ype 


Standard’s Sales Conference 


Standard Duplicating Machines Corp 
held ifs lsSth Annual QJuota Club Dinner 
at the Joen Raton Hotel, Fla., Dee 4 


fluid 


Their new Rocket duplicator was 


1 eonterence and 


introduced nt the 
awards were presented to lending Stand 


salesmen \ W Van 
paid spe 


ard agencies and 


derhoof, 
cial tribute to 


Standard ’s 
Alan Ki. 
dent, for his direction oT 


president, 
Br ice, vice presi 
the con pany s 
ost successful meeting and 


that 


predicted 


this will be an exceptionally good 


vear for Standar 


At the Quota Club banquet 
of Standard Duplicating Ma 
chines Corp. L. to r., Mrs. 
Frank Mesmer: A. W. Vander- 
hoof, president and chairman 
of the board; Mrs. Gaylord 
McKenzie: Alan E. Bruce, vice 
president; Mrs. Bruce; Maurice 


McKenzie: Mrs. McKenzie 
John W. Welsh and Mrs. 
Welsh. Cups in background 


went to sales leaders 








VISTRIBUTUR-—SUUIMEAQTERN STATES 


RICHARD PICKERING COMPANY 


348 PEACHTREE ST. N.E., ATLANTA, GA, 


NEW Furniture Dealers Convention 


Office furniture nd equipment dealers 


from all parts of the country will take 


their places before microphones to de 
scribe ideas that have paid off in their 
D E S m4 stores, at the 9th Annual Convention 
Exhibit of National Office Furniture 


STABILIZER 


Assn., March 20-23, at the Conrad Hil 
ton Hotel, Chicago. Dealers will diseuss 


their 1955 merchandising plans and 
make suggestions for industry-wide ac- 
tion on a number of important issues. 
During the four days, the meeting will 
touch on every retail problem, for ex 


ample, how to protect the dealer from 
liscount and direct selling abuses, and 
how to efficiently control supply inven- 
tories. Merchandising experts, sales 
leaders and store managers will discuss 


the operation of new unit accounting 





systems. Henry Flarsheim, advertising 
and sales promotion expert, will speak 
at the noon luncheor March 22. Mr. 
Flarsheim, vice president of one of the 


A stable typing platform lessens fatigue. 
This means fewer errors, better typing 
alignment; and both the mochine and 
the desk last longer. 


Check these features: 


, @ Automatic self-locking mechanism, no 
jammin 
. Adjustable to any height from 1!7" to 
31" 





© Positive support of over 200 ibs., no 
slipping 

@ All metal construction, smooth no-snag 
finish 

@ Instantly installed or released 

@ Telescopes to fit any desk drawer. 

@ Will not mar desk or floor 


Pays for itself in a day by reducing typing 
errors, erasing and retyping 


Order today and let your typists decide 


if it isn't just what they need to produce 
better looking, more accurate typing 


FOB Los Angeles 


esi 5 ‘ A: : 


iaen 2 AOn Bi 





Kenneth M. Henderson (center), president, 

Ditto, Inc.; Theodore W. Robinson Jr. (left) 

and Sanger P. Robinson, identical twins who 

2339 Cotner Ave., Los Angeles 64, Calif. are chairman of the board and vice president, 

j . respectively, used a gold-plated spade to 

break ground for the new home of Ditto, Inc., 
in Lincolnwood, Ill.. 














Dealer Inquiries Invited 
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New CLEAN way to 
Moisten En Envelopes 





MOISTIN morstener 


The new, CLEAN and 
SURE way to moisten 
envelopes, stamps, label 

etc JUST ROLL ir 
ON! No messy parts, n 
sponge squeezing Me- 
chanically constructed to 
flow evenly always yet 
keeps hands CLEAN and 
DRY! A must for every 
office, home or shop! 

See your Stationer or write 


New Exclusive 

" Moisture Control” 
The only moisten 
er gvaranteed to 
roll an even coat 
of water on the 
surface each and 
every time 


98 each 























MFD. BY BERNAY PRODUCTS CO. 


412 S. Wells St., Chicago 7, Ill, WAbash 2-2636 










SAVE TIME - MONEY 


Use Atlas 


Complete Vertical Filing Systems 


for 
© NEGATIVES 
© OFFSET PLATES 
© STENCILS 
| © X-RAYS 
© ART WORK 
am 6° SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 


NEGA-PLATE HANGER .0,°°°"*2 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 


Cleveland 10, Ohio 

















“He wants to know where he can get a 


Oisntk 1-for-All refill for his ball point pen!” 
e REDUCES INVENTORY 


e INCREASES SALES 
and PROFITS 


Fits Most Ball Point 


ee | 














Pens! 
AS ADVERTISED In 


r from YOUR | STATIONER 


’ s@ PEN COMPANY « 2 
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A NEW COMPLETE LINE OF 
OFFICE & FILING SUPPLIES 
Dealerships now available, for 
complete information write to: 


JACO COMPANY w721,.2ssc% "5. "sfc. 














PEERLESS IMPERIAL 
Carbon Paper Ribbons 


make impressions that count! 


When an important piece of business 





depends upon a letter—make a good 
impression with a PEERLESS IMPERIAL 


Carbon Paper Ribbon. 


This fine rag tissue is strong enough 
to prevent cutting through. It turns out 
clean, uniform, dignified letters that 
even Mr. Grouch will approve. Try a 
few ribbons. Order from your Dealer 


or write to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 
36 Peerless Place, Newark 5,New Jersey 
N.Y Office 13 


110 Fronklin St 


Detroit 18. 37 Linden St. River Rouge Ww higan 
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nation’s largest vertisir and 


- ‘ a 


publie 


relations organizations, is an authority 
on mail order selling, and will show how 
to apply the successful methods of top 
ranking salesmen to every selling activ- 
ity, at the manufacturing, wholesaling 
More than 200 well 
planned exhibits will emphasize the con 
theme, Office Fur 
niture Sales to Improve Office Living.’’ 
their 
their ri 


the consumer levels. 


vention ‘* Increasing 


Over 2,000 dealers, salesmen, man 
and 
attend. ‘‘Kvery 
fron the 


speakers to the most 


ufacturers presentatives are 


expected to phase of 
the * convention, principal 
minute considera- 


tions of the industry workshop sessions, 


will be keyed toward one _ thought: 
greater profits for individual dealers,’’ 
said John R. Gray, NOFA’s executive 
director. Many exhibitors will be show 
ing for the first time this year and many 
new lines and services will be on view. 


Advance registrations can be made to 
National Office Furniture Assn., 327 8. 


LaSalle St., Chicago 4. 


Royal Appointments 


Fk. P. Ryan, president, Royal Type 
writer Co., announced the appointment 
of C. F. MeCandless as director of mar- 


McBee 
years ex 


ket research for Corp. 


Mr. McCandless 


Royal 
has had 20 





Otto F. Johnson (right), manager of Mar- 

chant Calculators, Inc., Pittsburgh district 

office, on a visit to the company’s plant, is 

seen with Wesley E. Jenkins, Marchant's na- 
tional sales manager. 
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perience in nerchandis ny resear h +f k. [ Qu nn, controller, Rov al I'y pe 


tivities, having been associated with a writer Co., announced the addition of 
number of prominent firms as research two new men to the controller’s staff 
director. A. C, Jannuzzo has been appointed assis 
Robert S Miller, assistant to thé tant budget manager and J. A. Young, 
president, Royal Typewriter Co., an formerly assistant treasurer for Canad 
nounced the appointment of M. L. Frost ian operations, is staff assistant to Mr 
iS management engineer for Royal Me Quinn, 
Bee Corp. and Earl A. Roy as manager 
of the Patent Department for Royal Sees Record Sales for Moore 
Typewriter Co. Division. Prior to join Prospects for a record sales volum 
ng Royal, Mr. Frost was employed by uring 1955 are the best ever, accord 
Sperry Products, Ine., Danbury, Conn., ing to William KE. Hough, president, P. O 
as assistant to the president. Mr. Roy, Moore Ine.. manufacturers of the Tel 
who succeeds John Kittel who retired Kee systen and other key control 
after more than 25 years with the con products. ‘‘We are expanding our operat 
pany, began with Royal in 1951 in the ing facilities and we have instituted a 
engineering department at the factory permanent sales promotion department : 
and has been assistant to Mr. Kittel under the direction of Henry C. Bain 
since 1952, bridge, former New York advertising 
W. W. Pennels, sales manager, Office agency executive, as an important phase 
lypewriter and Supplies Dx partment, of the aggressive sales progral ve will 
Royal Typewriter Co., announce that conduct in concert with our dealers and 
D. W. Morison is now market research representatives this year, rid Mr 
Nnunager. Hough He stated that this new le 


Dutch Treat! 


Perhaps your typists can’t help making mis 
takes, but you can depend on Weldon Roberts 
Erasers—to “Correct Mistakes In Any Lan 


guage 

Weldon Roberts have been eraser specialists 
for 50 years—your assurance of the finest qual 
ity and styles designed for your work. Ask your 


stationer to show you. 





WELDON ROBERTS RUBBER CO 


65 Sixth Avenue, Newark 7, N. J 





ee ek ke 
World's Foremost Eraser Specialists 









GRAYPOINT ERASER 





Quality gray rubber core in wood pencil casing Sharpens 


easily with a knife or pencil sharpener, No 65 plain end; 


Waldon Robes 
Enanrmvu> 


Correct Mistakes in Any Language 


No. 3650 with special plastic WHISK brush cap. For erasing 


typeuriting, carbon copies, pencil writing 
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CLEANS... Typewriters, 
Billing Machines, Addressing 
vy hi Add 1 





Marking Devices and many 
others . 


+ Basy to Use + No Mess 
aceon . 


Reminding You... 


























RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 





TAX EXTRA 
FREE TRIAL OFFER. Write, asking us to send you 
o RITE-LINE Copyholder with the understanding you 
moy return it without wer within ten doys. 


209 39th Street, N.W 


RITE-LINE CORP. Weshingtos lé, D.C. 





tin 


SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 


George B. Groff Co., Cambridge 40, Mass 








TYPEWRITERS 
rw — 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
= 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y. 
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partment will 10 only effectively sup 
port present dealer activities but wi 
iiso concentrate on the cde 
new markets and 
system and his company’s 


Their 


exceeds by far the 


various prod 
ucts. 1955 advertising budget, he 


said, normal pro 


motional appropriations ot COMmMpanies 


How 


sales will 


having a comparable sales volume. 
ever, he added 


offset 


those 


anticipated 


this and other expenses, notably 


for public relations, which P. O 


Moore Ine., will ineur this vear 


Expanding Market Expected 
The office 


continue to expand and 


equipment industry ‘ 
prosper for the 
erik \ 
stated in his an 
board of 


past year, an n 


foreseeable future, 
Faecit, Ine., 


report to the 


Ohlsson, 
president, 
nual company’s 
directors During the 
creasing interest in timesaving equipment 


has been noted. Spurred by electronic 


innovations and the growing complexity 


of business, executives are turning to en 
rineers and mathematicians for more and 
ore 1dvice, 


Combined with our rapidly 


‘reasing population, this assures an e) 
market for many vears to 


, pointed out ‘* Like most other 


Tommy Bartlett of the CBS-TV show Welcome 
Travelers, presents a Heyer Conquerer Spirit 
Duplicator to Mrs. Esther Manz and Mrs. 
Pedtke of TOPS (Take Off Pounds Sensibly). 
Heyer Duplicators are demonstrated and 
awarded as prizes on this show. 
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velopment of 


uses for the Tel-Kee 


E-Z SORT SYSTEMS 
save time and money 
in every department. . . 


Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 

Purchasing 
Manufacturing 


Inventory 


Sales 
Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi 
ciency will spread throughout your organi- 
tation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 


Sole Manufacturers of E-Z SORT SYSTEMS 
Over 50 Offices to Serve You 





Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


Good Hovseboe ping 


“ a 
St sores 


PLYMOUTH RUBBER 
COMPANY Iac., 
Centon, Mass. 


@ Book KeePinc 
@ CALCULATING 
@ ACCOUNTING 
: ght, sold, 
ented’ repaired of re- 
“conditioned. Write for 
current prices 
850 BROADWAY, NEW YORK 13, N.Y. 
Since 1927 WO 4-1240* cable: Hodgmech 


STEEL TYPE 


AND 


TYPE WHEELS 


Serving large Office Machines manu- 
facturers for over 50 years. Send us 
your specifications for quotations. 
HULSE MANUFACTURING 


COMPANY 
Geneva, N. Y. 


CASH REGISTER 
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NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST MT. PROSPECT, ILL 


ever-increasing 
tecent mergers and a trend 
wider diversification 
out. We have 
interest in decorator 


businesses, we expect 
competition 
toward 
this 


increasing 


seems to 


bear also seen an 
colors 
for office machines as various firms work 
to maintain their competitive position,’’ 
Mr. Ohlsson noted. 


Colitho Sales Manager 


Ribbon 
Mfg. 
Co. announced the 


Columbia 
and Carbon 
appointment of R. 
-, ** Pes?’ 
as sales manager of 
thé Colitho Divi 
sion. Mr, 


recentls 


Rooney 


Rooney 
eastern dis 
trict training man 
joined the 
Division n 


1949 as a sales representative. He 


aver,r, 
5 R. P. Rooney 
( olitho 
brings 


newly sated position a rich ex 


perience in ales, sales and 


offset 


will 


training, 
supplies. Mr 


re eentlyv 


duplicating Rooney 
announced 


for Colitho 


supervise the 


franchising progran dealer 


agents, 


Riedell Retires 

After 42 representative 
for Weldon Roberts Rubber John 
4. Riedell has retired. Mr. Riedell joined 
Weldon 1912 as 
representative 
More 
represented the company in Canada from 
Hamilton to Quebec New 
York Metropolitan Albert G. 
Miller, well known to the trade in Met 
ropolitan New York, is replacing him 
there will also cover Philadelphia. 


years 4s 


SHit¢s 
Co., 

their sole 
traveled the 


toberts in 
and 


sales 


entire country recently he has 


and in the 


area, 


and 


Good Graphic Arts Business 
Industrv’s stepped-up competition for 
make 1955 a 


the graphic 


sales will banner year for 


William N 


sinding 


arts industry, 


Lane, General 
stated. 


will 


president, 
Mr. Lane 
turn 


Corp 
predicted that business 
increasingly to the graphic 
Sf Ag 


companies compete for consumer dollars. 


arts for help in its bid for sales 
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One of the five 
meetings held in 
Seattle and Portland, 
Ore., by the Dealers 
Sales Division of 
Remington Rand, 
Inc., for dealers and 
their salesmen. 
Dealer sales schools, 
conducted by H. W. 
Barnes, are being 
held throughout the 
country. 

they ore i the Siii¢ 
aids produced by the graphie arts indus 
’ he said. Many 


will spend 1 one 


V on 
try,’ businesses 

sing pudge 
of these appropria 
will go nto newspt 


ads 


an 


certainly 


ma and direct 
An 
role 


lo 
motions 


Pazine matt 


1 our industry will play lmnportan 
increased television 
the p 
be 
iplicating center as 


! op be 


n 


round out eture, internal 


rhe 


the 


will intensified. 


well as 


| | 
if 


Wiil eal 


ork Cor ol 
and Get your 
~ letters read! 


Are you satisfied with just any kind 
of a letter? Or are you one of those par- 
ticular people who take pride in the clean, 
good looking letters they send? Any letter 
_is only as good as the machine it is written 

‘and with the OLYMPIA SM 3 De Luxe 
you just cannot type anything but 


clean type faces and mechanical perfec- 
ion guarantee perfect typing. Besides it is 
and durable . . . built to give you 


w né 


ha ve 


ts 


iper, 


ertising 


eyX pend tures 


cessary 
Ralph J 
president, pre 
orp. Mr 
1945, ste 
die n 


“it ¢ 


ing ¢ 
since art 
and aker, 


pe 
A} 


A-M Officers 


Kleet on oft John 
Donald 


SOyray h-Mult 


and of 
Addres 


troller 


urer of 


NEW DELUXE 


PORTABLE 


It makes clean, 
sharp carbons and hos many exclusive 
features not found on other machines. And 
in looks it's a beauty. 


ENTAL TRADING CORP. 
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MASKING and 
SET UP TIME 


SLASH 


with the 





25) BASE LINE 
= MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


For MULTILITHS 
4 No. 1200, 1300, 50 
=> DAVIDSON No. 221 


- ot » 





NOW mask negatives 


in two minutes, pre-setting the 
plate image within %” of correct position! It’s 
easy with the precision-ruled Base Line Mask- 
ING SHEET! Slashes press set-up time, boost: 
output, cuts costs! Hundreds of users, coast to 
coast. WRITE for free samples, mentioning 


make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattie 2, Wash. 













AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog! 





SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 galion 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we ; 
offer the Stationers and Dealers special ' 
discounts on the one (1) Gallon Cans : 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid 


Our lithograph cans or your own can 
—you supply the labels. Write now for 
our special discount sheet. 


-AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N.Y. 
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14 Drawer, 3x5 
Complete with pockets 
Model A. 53-14 Reconditioned 


Remington Rand] 
Automatic 


STEEL 


16 Drawer, 5x8 
Complete with pockets KARDEXES 
Mode! B. 85-16 Reconditioned 
° Phone or Write 
for our 


Amazingly 
Low Prices! 


20 Drawer, 5x8 
Complete with pockets 
Model C. 85-20 Reconditioned 


V4, th +, 546 BYWAY 
(Nr. Spring St.) 


EST. 1876 N.Y. 12—CAnal 6-0350 

















e FOR QUICK 
SALES 

e FOR BIG 
PROFITS 


AY] \\ f unpeR-counrer 
AVA CASH Drawers 
4 MODELS MEET 
ALL NEEDS 


Model R-1 (illus.) 
Hos removable 
metal money 
troy with lock- 


on lid. Hs rf 

List $44.50 ee i 

3 additional ®. 

models $26.50 
and up. 

NO STOCK TO CARRY. 24 HOUR SHIPMENTS. 
FULL DEALER DISCOUNT. NO COMPARABLE 
PRODUCT AVAILABLE. 

A high quality product of Indiana hardwoods — 
smooth finish inside and out. Quiet roller mechanism 
- warning gong rings when drawer opens. High 
grode disc tumbler lock 

Write for Details 


INDIANA CASH DRAWER CO. 
P O. Box 236-B © Shelbyville, Ind 





a Kin Miny 
he ef he od 
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was announced by J. B. Ward, president Thi 
Mr. Sturm, who has been serving as is 
treasurer since 1947, succeeds Ceorge J 


Grikshell who retired. Since 1943, Mr. 
Character 






Adams has been an assistant secretary 
of the corporation and since 1944, its 





export manager 









Arnot House Organ 

The first issue of ‘‘The Arnot Re 
port,’’ monthly house orgun for office 
furniture dealers and their sales per 
sonnel, was publishe by the Arnot 
Jamestown Division of Aetna Stee 
Products Corp., manufacturer of Part 
tion-ettes and Office-ettes. 





Macey Collator Distributor 


Pitnev-Bowes, Ince. was named a dis 





tributor of Macey collating equipment, 
according to Harry M. Nordberg. Pitney 
sowes vice president for sales and sery 
ce, The sole distributor had been Harris 
Seybold, Ine., Macey’s parent company 
Users of Macey Collators now have the 
added advantage of Pitney-Bowes’ na 
tionwide sales and service organization 
of more than 1,600 men, operating out 
of some 250 sales and service points 
which the postage meter company has 


established to service its metered mail 





ing and other postal and business equip 
















ment in the U. S. and Canada 


TOMDA Convention 
Texas Office Machine Dealers Assn. 
will hold a convention at the Texas 
Hotel, Fort Worth, Feb. 27-28. Directors 
| of the National Office Machine Dealers 
Assn. will meet there at the same time. 


your office forms 


SHARPER, CLEANER, 
MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
© Mimimum penetration 
© Minimum offset 
®@ Eliminates cylinder and pad clogging 
® For open or closed cylinders in any 
climate 
® Will not destroy stencils 
In 1-Ib. and a-lb. cans 
Write today for name of your nearest dealer 





























All dealers are invited and details can 
be had from Leonard Strealy, 1115 Hou 
ston. Fort Worth. Texas 


J. E. Bradley 


J. E. Bradely, manager of the Los 













Angeles branch of Copy-Craft, Inc., died 





suddenly Jan. 12. Mr. Bradley was the 
brother of W. E. gradley, president of 
Copy-Craft, and had been with the 
organization for 20 vears. He had been INK SPECIALTIES CO., INC. 
in charge of the Los Angeles operation 519 N. Halsted St. © Chicago 272, Il! 


the past 16 vears 
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PROBLEMS 


3 PHON SOLVED——, 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 


Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 


PRINTERS — DEALERS — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Lading — Purchase Orders — Voucher Checks — 
Repli Memos — Salesmen’s Contact Reports 
ready for imprinting. 














For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone Riverside 5816. 


ROGERSNAPp 
SELES Ea 


For Your Annual 


ees ROLLER CHANGE 


Insist on a 
“Futuristic” 


5-Star Platen 
for 
yen Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 
Contact your Lecal Typewriter Dealer 




















FIRST manually operated folder with 
fully automatic feed! 


sheets per 
minute 


GUARANTEED DESK 


mur pod: O-matic 


MODEL FOLDING MACHINE 


PRINT-O-MATIC CO., INC 
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Frank S. Cooper 
Frank S&S. 
chairman of 


and 
Mfg. 


founder 
boa rd of Codo 


Cooper, 70, 


the 


Corp., died Dee. 19. An outstanding 
figure in the carbon and ribbon industry 
for a half-century, Mr. Cooper started 
as a traveling representative but soon 
established his own firm. In 1928, he 
and W. J. Downs formed Codo, named 


first two letters of the 
third 


from the 
They 


ir names. 


joined with a company at 


Coraopolis, Pa., and with Wilbur W. 
Lenz. Mr. Cooper was Codo president 
for 25 years and was succeeded by Mr. 
Lenz in 1953. 


Marcus Harwitz 

Marcus 
of Regal 
Royal 


Harwitz, 66, general manager 


Typewriter Co., a subsidiary of 
died Jan. 13. He 


than 42 


Typewriter Co., 


had devoted more years, his en 


tire business career, in the service of 
Royal and Regal, where he gained uni 
versal respect as a specialist in the used 
equipment industry 
R. Verne Mitchell 

R. Verne Mitchell, 69, honorary chair 


man of the board of Harris-Seybold Co., 
died Jan. 1, after a long illness 
heart ailment. Mr. Mitchell 


tional figure in invé 


with a 
was a na 
stment banking, 
manufacturing, and in the 
dustry. 


printing in 


Worlds Smal 


= SWIFT 


SWIFT ADDING MACHINE 





To stimulate adding machine sales, Swift 

Business Machines Corp., Great Barrington, 

Mass., offers this new wall poster free to 
dealers. 
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MANUFACTURERS 
EXPORTERS . «+ To Latin America 


Don't Overlook This Growing Market MT 
For Office Supply and Equipment Sales. | 
l 


MONEY TALKS! Look at these official statistics 


for only one month's exports. Then give serious 





thought to your own overseas trade. 


American manufacturers during last September 














(latest figures available) exported: | 
$33,428 of pencils to Venezuela. | | 
$116,205 of adding and calculating machines to HII 

Colombia. | 
$9,045 of carbon paper to Bolivia. | 
$25,354 of metal filing cabinets to Cuba. Hit 
$18,646 of office stapling machines to Brazil. 






$33,476 of typewriters to Peru. 
These figures are random samples for indi {a 


vidual countries. Annually the entire Latin 


¥ 
American continent will absorb a_ very 


. * 
impressive volume of your products. There icind 


aevisTa oF FQUIPOR FARA Oricim Ase 














are 19 countries in Latin America where 
all the office equipment and stationery im 
porters, distributors, dealers and larger 
users receive La OFICINA. They keep it, 
refer to it as a guide and reference all 
year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your products in the 
1955 La OFICINA. Its advertising rates 
are low—its coverage is complete. Your 
advertising in La OFICINA is basic to 
establishing and building a profitable Latin 
American trade 





Send now for more detailed information on circula 
tion, advertising rates and a copy of the last issue 


OFFICE PUBLICATIONS company 


232 Madison Avenue . New York 16, N. Y. 





eee 
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FORESIGHT IS BETTER! Save your copies 


of THE OFFICE for a year by keeping 
them in attractive, handy binders. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 
for your Set of two binders (not sold singly) 
to Office Publications Co., 232 Madison Ave., 
New York 16, 
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ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 
Ask Your Visible Systems Supplier 


or write to PALSON MFG. CO. 
260 Malin S*., Worcester 8, Mass. 
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PAYMASTER 


















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘'Outlook"’ Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 
proves personne! relations 

Send us check you now use and we will 
sample Paycheck ‘‘Outlook’’ 
based on your 


submit 
Envelope and prices 


estimated yearly requirements 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelope 
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As WL 


Ride a Hobby 
AVERAGE life 


executive 1s 


HE 
the 
years shorter than that of per 
sons in non-executive positions 


span of 


business SIX 


This statistical fact was mentioned 
by Richard B. Cooper, medical re 
lations director for American Mu 
tual Liability Insurance Co., in a 
talk before the Alabama Chapter of 
the Society for Advancement of 
Management in Birmingham 
month. He that the 
executive is inclined to develop a 


last 
said average 
distorted sense of loyalty and re 
sponsibility to his job. The result is 
that he fails to manage his own per 
sonal affairs with the 
judgement that he practices in his 
office. 

‘‘His worst fault 
glects his health. He is inelined to 


same good 


is that he ne 


spend his leisure time worrying over 
problems that 
shelved in favor of some revitalizing 
hobby or other form of relaxation,’’ 
Mr. Cooper said. ‘‘As a manager, 


business should be 


he also fails to organize his work 
and the work of his subordinates to 
relieve the effects of tensions under 
which modern business operates.’’ 
The malady is defined as ‘‘execu- 


186 


the de- 
lusion of job indispensability, com 
bined with the inability to practice 
moderation in work habits. ‘‘The 
results show up in vacant boxes that 
appear suddenly and with distress- 
ing regularity on company organi- 
zation charts,’’ said Mr. Cooper, 
who believes that a good hobby is 
one of the best forms of health in- 
surance for the executive in any 
field. Business must realize that it 
has its most important investment 
in the people who comprise its ex- 


tive occupational disease’’ 


ecutive eschelons 

In addition to periodic physical 
check-ups and health evaluation 
programs for all executives, 
thing should be done to help interest 


some- 


them in a hobby. Often it is the 
hardest working executive who 
never becomes interested, for very 


long, in any avocation. His thoughts 
and efforts continually return to his 
work Susiness goes all out to pro 
facilities 
regular employees while executives, 


vide recreational for its 
who are not expected to join these 
groups, are left to themselves. They 


‘*take 


statistics 


are expected to be able to 
but 
indicate they’re not doing it. 


care of themselves,”’ 
Probably the best solution is that 
themselves 
and unanimously that 
and all will take form of 
regular relaxation. Let all of them 
meet regularly for the sole purpose 


get together 


executives 
decide each 


up some 


of policing themselves on the con- 
tinuance of their chosen diversions. 
Of course there will be recalcitrants 
but these few may become interested 
in something if they see the others 
are having fun 
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Easiest to Operate : 


of them Alll... SS 
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The New Low Cost 


DITTOD-10 


Worlds Most Popular Liquid Duplicator 








type your 

and ine ony an ee ere 2 
per second. Tohes any Gauaadl od ba f or card stock. 
per second, Tes any, andar a 


USED BY MORE THAN 300 LINES OF BUSINESSES FOR: 





Sales Letters Postcards Graphs Drawings 

Bulletins Estimates Contracts Examination Questions 
Maps Blank Forms Music Scores News Releases 

Price Sheets Sketches House Organs Lesson Sheets 
Menus Statements Notices ae 
Quotations, Bids Specifications Radio Scripts £ 




















nO _MATS eo MO STENCILS « sh J INKING + HO MAKEREADY 
—— ome ome wn On ee ee ae ee ppbeaaty 

Be Gunna Meenind @ diate e on em erp we: j 
DITTO, INC. (0) Free Literature, complete facts on Ditto 0-10. [-) Free office trial. , 

| Ot $. Oakiey Biv Cogs, Mint | cae 
In Canada: | 

| DITTOof Canada, Ltd, Toronto, Ont. | COMPANY or GRour 
. In Great Britain: ADDRESS i 
a DITTO( Britain) Ltd., London, Eng. one gs em J 












Kleen-type is easy to use! Apply a Kleen-type 
strip on the platen, strip off protective paper 
and type a few lines. That's it! No ink-stained 
fingers or harsh liquids to bother with! 







Underwood announces a revolutionary 
new kind of type cleaner—Kleen-type! 


Now! Put an end to the mess and bother of 









cleaning type the time-consuming old-fashioned 


Your Unde rreed man 


° hew te 
to get cleaner, better looking letters with new will shew bs a 
Kleen-type. end dirty; a ve ° 
This new type cleaner is truly revolutionary. hard te ree 
You simply apply a Kleen-type strip to the like thise 


platen of the typewriter, set the ribbon at stencil 


way. Your Underwood man will show you how 











position, and type a few lines. That’s all there After using K}] 
: een-t 


is to it. Kleen-type cleans as you type! The typing has Ype, 


; & clean. 
special chemical coating picks up ink, dirt and oe pook. Dietini ne: 
lint from the keys. Best of all, Kleen-type can | time ang +o0n- type Saves 
: . ’ 
be used over and over again! Write for Pists tempers! 


& free g 
sien P am iu 
Write on your business letterhead and ple! 


we will be glad to send you a free sample! 








UNDERWOOD CORPORATION 





One Park Avenue, New York 16, N, Y. 





